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Chalcot Lodge Cares - Aussie Farmers Fundraising Free Dress Day 

We are asking all our families to support Aussie Farmers by joining 

us in a very special fundraising effort on Monday 27th August.  All 

students are encouraged to dress up as Aussie farmers and bring 

along a 2 dollar coin donation.  Our aim is to raise and donate 

$600.00.  Chalcot Lodge is aiming to buy 6 large bales of hay. 

 

Rural Aid Initiative 
This drought appeal campaign is providing meaningful support for farmers by delivering hay and other 

essential items to farmers who have no feed left for their cattle. 

All donations to our drought assistance campaign have a four fold effect.  Some hay is donated, some we 

buy, so we’re feeding a hay farmer and their family.  Some of our truckies are donating their time and 

diesel, some loads we’re paying for, so we’re feeding truckies and their families.  Donations towards our 

farmers card inject immediate cash into the rural towns, city cash going bush.  Finally what hay we 

deliver saves farmers cash that they can continue to spend on other items. 

Australia, donating to Buy a Bale is helping not just farmers but their communities and so many more 

people. 

Thank you on behalf of our farmers for your support. 

Your Donation in Action 

$20 buys a small bale of hay and helps transport it to the affected areas 

$60 buys 3 x $20 gift cards to help put food on the table 

$100 buys a large bale of hay 

$500 buys 5 large bales of hay 

$1000 buys 10 large bales of hay 

$5700 buys a single-trailer load of hay 

$9500 buys a semi-trailer load of hay and transport it to an affected area. (up to 900 km) 

 Don’t forget to buy a sausage at Bunnings and shop at Woolworths this Saturday!!!  

 

A Team of Angels 

Next week the Chalcot Lodge family will be acknowledging and thanking our 

Educational Support Officers (ESO).  Our ESO staff are a very hardworking and 

dedicated group of people who are to be highly commended for their outstanding work 

in facilitating the smooth running of the school, participating and organising extra 

curriculum activities and in supporting student learning.  They perform a myriad of tasks 

within their specific roles and also willingly lend a hand in whatever is needed.  The 

ESO staff enrich our learning environment and are true ambassadors of the Chalcot Spirit. 

 

Thank you to: our Administrative staff; Narelle Coyne, Inger de Zylva and Jacky Rowntree, our 

Educational Support Officers; Sharyn Paulka, Karin McVicar, Lynette Clark, Mary Logan-Brown,  

Margot Wakeman, Melissa Skinner, Vicki Scandolera, Tamara Sullivan, Denise Conway, Riley Coyne, 

Shereen Miller,  Debra Lee, Louise Firrito, Carla Coviello, Belinda Oakes and Nicole Felton. 

 

School Uniform 

It is important to maintain high standards of student dress code.  Over the past weeks, I have notice many 

of our students (particularly in the junior school) wearing clothing that is not part of the school uniform 

range.  The school uniform range is made clear to all families on enrolment at this school.  

I would greatly appreciate parents ensuring that their children are only wearing school uniform items to 

school.  

 

 



Father’s Day – Sunday 2nd September  

Father’s Day is soon approaching!!  Parent Club are busily organising a Father’s Day stall 

which will be held on Thursday 30th August. Children will have the opportunity to buy 

their dad something special for Father’s Day. 

 

On Friday 31st August, we will also be celebrating Father’s Day with a special breakfast 

and early morning activities just for dads (or significant male) and their children.  All 

families will  receive their special invitation via COMPASS early week for dads (or significant male) to 

come along and participate in this special celebration.  To help us with catering, please order and pay for 

breakfast via QKR by Sunday 24th August.  We certainly don’t want dad’s to miss out!! 

 

Student Led Conference – Thursday 13th September 

Student Led Conferences will be held later this term on Thursday 13th September.  The Student Led 

Conference is a very important way for your child to discuss their learning, showcase their work and an 

opportunity to celebrate their achievements with their parents.  Student Led Conferences will run for 

approximately 15 minutes and both parents and students will be given written prompts to help with the 

discussions. 

 

It is important to remember that Student Led Conferences are between the individual child and their 

parents. Therefore, other siblings are not permitted to attend the designated session time.  To assist 

families, specialist teachers will be available to supervise siblings in the hall from 4.00pm to 7.00pm 

while you attend your individual child’s conference.  Please put this important evening in your family 

diary dates. 

 

A notice with information and time allocations will be distributed to families in the next couple of weeks. 

 

Enrolments for 2019 

We are currently firming up projected enrolment numbers to facilitate planning and preparations for 

2019.  Consequently, parents who have children who will be starting school at Chalcot Lodge next year 

are requested to submit completed enrolment forms to the office as soon as possible.  Enrolment packs 

are available at the office.   

We would also appreciate if you could advise the office if your family will  not be attending Chalcot 

Lodge next year.  

 
 

Kinder Club 

Our next Chalcot Kinder Club will be next week on Wednesday 15th August from 2.30 to 3.30.  This is 

an important part of our Transition Program, which facilitates a smooth and confident entry for children 

into primary school life.  During Kinder Club, parents are welcome to have a chat over a cupper in the 

staffroom.   
 

Toys at School 

Children love their toys and these are often quite expensive.  Whilst students enjoy bringing toys and 

games to school, I need to remind parents and students that toys are brought to school at the owner’s risk.  

Unfortunately, belongings can be lost, damaged, etc.  Students are not to bring electronic hand held 

games or any expensive toys or games. 

 

Policy Review 

We are currently reviewing our Volunteer, Administration of Medication, Statement of Values & 

Philosophy and Statement of Commitment to Child Safety policies.  These policies are in line with 

Department of Education and Training guidelines.  If you would like to make any comments in relation 

to these policies, please feel free to email your comments to me via the school email address at 

chalcot.lodge.ps@edumail.vic.gov.au. 

 

Monica Ghirxi 

Principal 
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CHALCOT LODGE PRIMARY SCHOOL      5231 

VOLUNTEERS POLICY 

Chalcot Lodge Primary School 

 INITIAL COPY      RATIFIED/ REVIEW 

 01/08/2018         

PURPOSE 

To outline the processes that Chalcot Lodge Primary School will follow to recruit, screen, supervise and 

manage volunteers to provide a child safe environment, and to explain the legal rights of volunteers. 

 

SCOPE 

This policy applies to the recruitment, screening, supervision and management of all people who volunteer 

at our school. 

 

DEFINITIONS 
Child-related work: work that usually involves direct contact (including in person, over the phone, written 

and online communication) with a child that is a central part of that person’s duties. It does not include 

work that involves occasional contact with children that is incidental to the work. 

Closely related family member: parent, carer, parent/carer’s spouse or domestic partner, stepparent, 

parent/carer’s mother or father in-law, grandparent, uncle or aunt, brother or sister, including step or half 

siblings.  

Volunteer worker: A volunteer school worker is a person who voluntarily engages in school work or 

approved community work without payment or reward.  

School work: School work means: 

 Carrying out the functions of a School Council 

 Any activity carried out for the welfare of a school, by the School Council, any parents’ club or 

association or any other body organised to promote the welfare of the school 

 Any activity carried out for the welfare of the school at the request of the Principal or School 

Council 

 Providing assistance in the work of any school or kindergarten 

 Attending meetings in relation to government schools convened by any organisation which receives 

government financial support 

This is a broad definition and means that volunteers who participate in school community activities, such 

as fundraising and assisting with excursions, are legally protected (ie indemnified) from action by others 

in the event of an injury or accident whilst they are performing volunteer school work in good faith. 

POLICY 

Chalcot Lodge PS is committed to implementing and following practices which protect the safety and 

wellbeing of children and our staff and volunteers. Chalcot Lodge PS also recognises the valuable 

contribution that volunteers provide to our school community and the work that we do. 

The procedures set out below are designed to ensure that Chalcot Lodge PS volunteers are suitable to work 

with children and are well-placed to make a positive contribution to our school community. 

 

 



Becoming a Volunteer 
Members of our school community who would like to volunteer are encouraged to: 

 Join Parent Club 

 assist with Parent Club Fundraising activities 

 Assist with the School’s Cooking Program 

 Approach the classroom teacher 

All parent volunteers must read and agree to the school’s Parent Helpers Obligation.   

Suitability checks including Working with Children Checks 

Working with students 

Chalcot Lodge PS values the many volunteers that assist: in our classrooms, with sports events, excursions, 

Cookery Program and fundraising activities. To ensure that we are meeting our legal obligations under the 

Working With Children Act 2005 (Vic) and the Child Safe Standards, Chalcot Lodge is required to 

undertake suitability checks which may include a Working With Children Check, proof of identity, work 

history involving children and/or reference checks. 

Considering our legal obligations, and our commitment to ensuring that Chalcot Lodge PS is a child safe 

environment, we will require volunteers to obtain a WWC Check and produce their valid card to the 

Administration Staff for verification in the following circumstances: 

 Volunteers who are not parent/family members of any student at the school are required to have 

a WWC Check if they are engaged in child-related work regardless of whether they are being 

supervised.  

 Parent/family volunteers who are assisting with any classroom or school activities involving 

direct contact with children in circumstances where the volunteer’s child is not participating, or 

does not ordinarily participate in, the activity.  

 Parent/family volunteers who assist with excursions (including swimming), camps and similar 

events, regardless of whether their own child is participating or not. 

 

 Parent/family volunteers who regularly assist in school activities, regardless of whether their own 

child is participating or not 

 

 Parent/community School Council members sitting on School Council with student School 

Council members, regardless of whether their own child is a student member or not 

In addition, depending on the nature of the volunteer work, our school may ask the volunteer to provide 

other suitability checks at its discretion (for example, references, work history involving children and/or 

qualifications). Proof of identity may also be required in some circumstances. 

Non child-related work  

On some occasions, parents and other members of the school community may volunteer to do work that is 

not child-related. For example, volunteering on the weekend for gardening, maintenance, working bees, 

Parents Club coordination, School Council, participating in sub-committees of School Council, during 

which children will not be, or would not reasonably be expected to be, present.  

At Chalcot Lodge, volunteers for this type of work will still be required to provide a valid WWC Check. 

 

 

 



School Council members and volunteers on any sub-committee of School Council will be asked to provide 

a valid WWC Check. Whilst we acknowledge that these volunteers will not be engaging in child-related 

work as part of their role, even when there is not a student sitting on the School Council, we believe that it 

is important that our volunteers who are involved in making important decisions about our school which 

will have an impact on students do have a valid WWC Check.  

Management and Supervision 

Volunteer workers will be expected to comply with any reasonable direction of the Principal (or their 

nominee). This will include the requirement to follow our school’s policies, including, but not limited to 

our Child Safety Policy, Statement of Commitment to Child Safety, our Child Safety Code of Conduct and 

our Statement of Values and School Philosophy. Volunteer workers will also be expected to act 

consistently with Department of Education and Training policies, to the extent that they apply to volunteer 

workers, including the Department’s policies relating to Equal Opportunity and Anti-Discrimination, 

Sexual Harassment and Workplace Bullying.  

The Principal has the discretion to make a decision about the ongoing suitability of a volunteer worker and 

may determine at any time whether or not a person is suitable to volunteer at Chalcot Lodge PS.  

Chalcot Lodge will provide any appropriate induction and/or training for all volunteer workers. The 

Principal (or their nominee) will determine what induction and/or training is necessary depending on what 

type of work the volunteer will be engaged in.  

All volunteers will be provided induction in relation to Chalcot Lodge child safety practices, including 

reporting obligations and procedures.  These procedures can be found in the school’s Parent Helpers 

Obligation document.   

The Principal (or their nominee) will determine what supervision, if any, of volunteers is required for the 

type of work being performed. 

Compensation 

Personal injury 

Volunteer workers are covered by the Department of Education and Training’s Workers Compensation 

Policy if they suffer personal injury in the course of engaging in school work. 

Property damage 

If a volunteer worker suffers damage to their property in the course of carrying out school work, the 

Minister (or delegate) may authorise such compensation as they consider reasonable in the circumstances. 

Claims of this nature should be directed to the Principal who will direct them to the Department’s Legal 

Division. 

Public liability insurance 

The Department of Education and Training’s public liability insurance policy applies when a volunteer 

worker engaged in school work is legally liable for: 

 a claim for bodily injury to a third party  

 damage to or the destruction of a third party’s property. 

 

REVIEW CYCLE 

The Volunteer policy will be reviewed by Principal and Assistant Principal, in consultation with the staff 

every three years or sooner if required. 

 

 

 



Statement of Commitment to Child Safety 

Chalcot Lodge Primary School  

INITIAL  COPY                    RATIFIED/ REVIEW 

23/04/16                                 02/08/18   

 

Chalcot Lodge PS is committed to the safety and wellbeing of all children and young people. This will be 

the primary focus of our care and decision-making. Chalcot Lodge has zero tolerance for child abuse.  

Chalcot Lodge PS is committed to providing a child safe environment where children and young people 

are safe and feel safe, and their voices are heard about decisions that affect their lives. Particular attention 

will be paid to the cultural safety of Aboriginal children and children from culturally and/or linguistically 

diverse backgrounds, as well as the safety of children with a disability.  

Every person involved in Chalcot Lodge PS has a responsibility to understand the important and specific 

role he/she plays individually and collectively to ensure that the wellbeing and safety of all children and 

young people is at the forefront of all they do and every decision they make.  

 

 In its planning, decision-making and operations Chalcot Lodge PS will : 

  

1. Take a preventative, proactive and participatory approach to child safety;  

2. Value and empower children to participate in decisions which affect their lives;  

3. Foster a culture of openness that supports all persons to safely disclose risks of harm to children  

4. Respect diversity in cultures and child rearing practices while keeping child safety paramount;  

5. Provide written guidance on appropriate conduct and behaviour towards children;  

6. Engage only the most suitable people to work with children and have high quality staff and volunteer 

supervision and professional development;  

7. Ensure children know who to talk with if they are worried or are feeling unsafe, and that they are 

comfortable and encouraged to raise such issues;  

 

8. Report suspected abuse, neglect or mistreatment promptly to the appropriate authorities;  

9. Share information appropriately and lawfully with other organisations where the safety and wellbeing 

of children is at risk; and  

10. Value the input of and communicate regularly with families and carers.”  

 

 

REVIEW CYCLE 
The Statement of Commitment to Child Safety will be reviewed by staff in consultation with the 

Education Policy committee, every three years or sooner if required.  

 

 

 

 

 



Statement of Values and School Philosophy Policy 

Chalcot Lodge Primary School  

INITIAL  COPY  RATIFIED/REVIEW 

30/5/2015 

         3/08/2018  

PURPOSE 

The purpose of this policy is to outline the vision and values of our school and the behaviours expected form our 

school community. 

 

POLICY 

Chalcot Lodge is committed to providing a safe, supportive and inclusive environment for all students, staff and 

members of our community. Our school recognises the importance of the partnership between our school and parents 

and carers to support student learning, engagement and wellbeing. We share a commitment to, and a responsibility 

for, creating an inclusive and safe school environment for our students.  

The programs and teaching at Chalcot Lodge support and promote the principles and practice of Australian 

democracy, including a commitment to: 

 elected government 

 the rule of law 

 equal rights for all before the law 

 freedom of religion 

 freedom of speech and association 

 the values of openness and tolerance.  

This policy outlines our school’s vision & values and expectations of our school community. This policy is available 

on our school website and enrolment packs. 

 

SCHOOL VISION  
Growing a supportive community of active learners who are confident, curious, creative and critical thinkers.  

 

SCHOOL VALUES 
The following values are agreed as being the foundations upon which all members of the school community should 

conduct themselves: 

 RESILIENCE: Bouncing back 

 EXCELLENCE: Achieving your best 

 SAFETY: Looking after others and ourselves 

 PERSEVERANCE: Never giving up 

 EMPATHY: Understanding each other 

 COURAGE: Being a risk taker with your learning 

 TOGETHERNESS: Building respectful  communities of learners 

  

BEHAVIOURAL EXPECTATIONS  
Chalcot Lodge Primary School recognises the importance of the partnership between schools and parents to 

support student learning, engagement and wellbeing. We share a commitment to, and a responsibility for, ensuring 

inclusive, safe and orderly environments for children and young people.   

This Statement of Values sets out our behavioural expectations of all members in this school community, including 

the principal, all school staff, parents, students and visitors. It respects the diversity of individuals in our school 

community and addresses the shared responsibilities of all members in building safe and respectful school 

communities. 

Discrimination, sexual and other forms of harassment, bullying, violence, aggression and threatening behaviour are 

unacceptable and will not be tolerated in this school. 

Our Statement of Values acknowledges that parents and school staff are strongly motivated to do their best for 

every child. Everyone has the right to differing opinions and views and to raise concerns, as long as we do this 

respectfully as a community working together.  

 

 



 RESPONSIBILITIES  

AS PRINCIPALS AND SCHOOL LEADERS, WE WILL:  

 Work collaboratively to create a school environment where respectful and safe conduct is expected of 

everyone. 

 Behave in a manner consistent with the standards of our profession and meet core responsibilities to provide 

inclusive, safe and orderly environments.  

 Plan, implement and monitor arrangements to ensure the care, safety, security and general wellbeing of all 

students in attendance at the school is protected. 

 Identify and support students who are or may be at risk. 

 Do our best to ensure every child achieves their personal and learning potential. 

 Work with parents to understand their child’s needs and, where necessary, adapt the learning environment 
accordingly. 

 Respond appropriately when inclusive, safe or orderly behaviour is not demonstrated and implement 

appropriate interventions and sanctions when required. 

 Make known to parents the school’s communication and complaints procedures. 

 Ask any person who is acting in an offensive or disorderly way to leave the school grounds.   

 

AS TEACHERS AND ALL NON-TEACHING STAFF, WE WILL: 

 Model positive behaviour to students consistent with the standards of our profession.  

 Proactively engage with parents about student outcomes.  

 Work with parents to understand the needs of each student and, where necessary, adapt the learning 

environment accordingly. 

 Work collaboratively with parents to improve learning and wellbeing outcomes for students with additional 

needs.  

 Communicate with the principal and school leaders in the event we anticipate or face any tension or 

challenging behaviours from parents. 

 Treat all members of the school community with respect. 

 

AS PARENTS, WE WILL: 

 Model positive behaviour to our child. 

 Ensure our child attends school on time, every day the school is open for instruction. 

 Take an interest in our child’s school and learning. 

 Work with the school to achieve the best outcomes for our child.   

 Communicate constructively with the school and use expected processes and protocols when raising 

concerns.   

 Support school staff to maintain a safe learning environment for all students. 

 Follow the school’s complaints processes if there are complaints. 

 Treat all school leaders, staff, students, and other members of the school community with respect. 

 

AS STUDENTS, WE WILL: 

 model positive behaviour to other students 

 communicate politely and respectfully with all members of the school community.  

 comply with and model school values 

 behave in a safe and responsible manner 

 respect ourselves, other members of the school community and the school environment. 

 actively participate in school 

 not disrupt the learning of others and make the most of our educational opportunities.   

AS COMMUNITY MEMBERS, WE WILL: 

Á Model positive behaviour to the school community. 

Á Treat other members of the school community with respect. 

Á Support school staff to maintain a safe and orderly learning environment for all students. 

 

THE DEPARMENT OF EDUCATION AND TRAINING WILL: 

 Provide support and advice to principals to equip them to manage and respond to challenging behaviour of 

students, parents and staff. 

 Provide practical guidance and resources to support schools to manage and respond to challenging behaviour 

of students, parents and staff. 

 Provide practical guidance and resources to support schools respond to and prevent bullying and promote 

cyber-safety and wellbeing. 

 

 



 Provide access to evidence based resources and strategies to increase student safety, wellbeing and 

engagement.  

 Provide schools with practical and legal support as required. 

 Provide parents with practical guidance and resources to resolve conflicts with the school. 

 

UNREASONABLE BEHAVIOURS 
Schools are not public places, and the Principal has the right to permit or deny entry to school grounds. 

Unreasonable behaviour that is demonstrated by school staff, parents, carers, students or members of our school 

community will not be tolerated at school, or during school activities.  

 

CONSEQUENCES FOR FAILING TO UPHOLD THE STATEMENT OF VALUES 

UNREASONABLE BEHAVIOURS 

Behaviours that are considered inappropriate on and adjacent to school grounds or in relation to school business and 

that do not uphold the principles of this Statement of Values include when a person: 

 speaking or behaving in a rude, manipulative, aggressive or threatening way, either in person, via electronic 

communication or social media, or over the telephone 

 the use or threat of violence of any kind, including physically intimidating behaviour such as aggressive 

hand gestures or invading another person’s personal space 

 sending demanding, rude, confronting or threatening letters, emails or text messages 

 sexist, racist, homophobic, transphobic or derogatory comments 

 the use of social media or public forums to make inappropriate or threatening remarks about the school, staff 

or students. 

Harassment, bullying, violence, aggression, threatening behaviour and unlawful discrimination are unacceptable and 

will not be tolerated at our school. 

Unreasonable behaviour and/or failure to uphold the principles of this Statement of Values and School Philosophy 

may lead to further investigation and the implementation of appropriate consequences by the school Principal.  

 

CONSEQUENCES  

Principals are responsible for determining what constitutes reasonable and unreasonable behaviour. 

Unreasonable behaviour and/or failure to uphold the principles of this Statement of Values may lead to further 

investigation and the implementation of appropriate consequences. This may include: 

 requesting that the parties attend a mediation or counselling sessions 

 implementing specific communication protocols 

 written warnings 

 an intervention order being sought 

 conditions of entry to school grounds or school activities 

 exclusion from school grounds or attendance at school activities 

 reports to Victoria Police 

 

By agreeing to meet specified standards of positive behaviour, everyone in our school community can be assured 

that they will be treated with fairness and respect. In turn, this will help to create a school that is safe and orderly, 

where everyone is empowered to participate and learn.  

 

REVIEW CYCLE 

This policy will be reviewed by the Principal in consultation with the staff, every three years, or sooner if required. 
 

  



ADMINISTRATION OF MEDICATION POLICY 

Chalcot Lodge Primary School  

INITIAL  COPY  RATIFIED /REVIEW 

06/08/18  

  

PURPOSE 

To explain to parents/carers, students and staff the processes Chalcot Lodge PS will follow to safely 

manage the provision of medication to students while at school or school activities, including camps and 

excursions. 

 

SCOPE 

This policy applies to the administration of medication to all students. It does not apply to: 

 the provision of medication for anaphylaxis which is provided for in our school’s Anaphylaxis Policy 

 the provision of medication for asthma which is provided for in our school’s Asthma Policy  

 specialised procedures which may be required for complex medical care needs. 

POLICY 

If a student requires medication, Chalcot Lodge PS encourages parents to arrange for the medication to be 

taken outside of school hours. However, Chalcot Lodge PS understands that students may need to take 

medication at school or school activities. To support students to do so safely, Chalcot Lodge PS will follow 

the procedures set out in this policy. 

Authority to administer 

If  a student needs to take medication while at school or at a school activity: 

 Parents/carers will need to arrange for the student’s treating medical/health practitioner to provide 

written advice to the school which details: 

o the name of the medication required 

o the dosage amount 

o the time the medication is to be taken 

o how the medication is to be taken 

o the dates the medication is required, or whether it is an ongoing medication 

o how the medication should be stored. 

 In most cases, parents/carers should arrange for written advice to be provided in a Medication 

Authority Form which a student’s treating medical/health practitioner should complete.   

 If advice cannot be provided by a student’s medical/health practitioner, the principal (or their 

nominee) may agree that written authority can be provided by, or the Medication Authority Form 

can be completed by a student’s parents/carers. 

 The Principal may need to consult with parents/carers to clarify written advice and consider 

student’s individual preferences regarding medication administration (which may also be provided 

for in a student’s Student Health Support Plan if necessary. 

Parents/carers can contact the Administration staff for a Medication Authority Form. 

Administering medication 

Any medication brought to school by a student needs to be clearly labelled with: 

 the student’s name 

 the dosage required 

 the time the medication needs to be administered. 

Parents/carers need to ensure that the medication a student has at school is within its expiry date. If school 

staff become aware that the medication a student has at school has expired, they will promptly contact the 

student’s parents/carers who will need to arrange for medication within the expiry date to be provided. 

If a student needs to take medication at school or a school activity, the principal (or their nominee) will 

ensure that: 

 



1. Medication is administered to the student in accordance with the Medication Authority Form so 

that:  

 the student receives their correct medication 

 in the proper dose 

 via the correct method (for example, inhaled or orally) 

 at the correct time of day. 

2. A log is kept of medicine administered to a student.  

3. Where possible, two staff members will supervise the administration of medication. 

4. The teacher in charge of a student at the time their medication is required: 

 is informed that the student needs to receive their medication 

 if necessary, release the student from class to obtain their medication. 

Self-administration 

In some cases it may be appropriate for students to self-administer their medication. The Principal may 

consult with parents/carers and consider advice from the student’s medical/health practitioner to determine 

whether to allow a student to self-administer their medication. 

If the Principal decides to allow a student to self-administer their medication, the Principal may require 

written acknowledgement from the student’s medical/health practitioner, or the student’s parents/carers 

that the student will self-administer their medication. 

Storing medication 

The Principal (or their nominee) will put in place arrangements so that medication is stored: 

 securely to minimise risk to others  

 in a place only accessible by staff who are responsible for administering the medication 

 away from a classroom (unless quick access is required) 

 away from first aid kits 

 according to packet instructions, particularly in relation to temperature. 

For most students, Chalcot Lodge PS will store student medication in the sick bay. 

The principal may decide, in consultation with parents/carers and/or on the advice of a student’s treating 

medical/health practitioner: 

 that the student’s medication should be stored securely in the student’s classroom if quick access 

might be required 

 to allow the student to carry their own medication with them, preferably in the original packaging 

if:  

o the medication does not have special storage requirements, such as refrigeration 

o doing so does not create potentially unsafe access to the medication by other students. 

Warning 

Chalcot Lodge  will not: 

 in accordance with Department of Education and Training policy, store or administer analgesics 

such as aspirin and paracetamol as a standard first aid strategy as they can mask signs and symptoms 

of serious illness or injury 

 allow a student to take their first dose of a new medication at school in case of an allergic reaction. 

This should be done under the supervision of the student’s parents, carers or health practitioner 

 allow use of medication by anyone other than the prescribed student except in a life threatening 

emergency, for example if a student is having an asthma attack and their own puffer is not readily 

available.  

 

 

 

 

 

 



Medication error 

If a student takes medication incorrectly, staff will endeavour to: 

Step Action 

1.  If required, follow first aid procedures outlined in the student’s Health Support 

Plan or other medical management plan. 

2.  Ring the Poisons Information Line, 13 11 26 and give details of the incident and 

the student. 

3.  Act immediately upon their advice, such as calling Triple Zero “000” if advised 

to do so. 

4.  Contact the student’s parents/carers or emergency contact person to notify them 

of the medication error and action taken. 

5.  Review medication management procedures at the school in light of the incident.  

 

In the case of an emergency, school staff may call Triple Zero “000” for an ambulance at any time. 

FURTHER INFORMATION AND RESOURCES 
First Aid Policy, Health Care Needs, Medication Authority Form, Medication Administration Log, Asthma Policy 

and Anaphylaxis Policy.  

 

REVIEW CYCLE 
The Administration of Medication Policy will be reviewed by the Principal, First Aid Coordinator in consultation 

with the staff, every three years or sooner if required. 

 

 
 

PREMIER’S READING CHALLENGE 

The Premier's Reading Challenge has been underway for the past few months. Students have been 

working hard at home to read as many books as they can. The Challenge finishes on September 7th. 

Students who allocated to participate and completed books through the Reading Challenge will be 

awarded a certificate at Junior and Senior Assembly.  

Special mention to the following students, who have already entered their books in online; 

Elize Jo, Eliana, Jaxon, Linaya, Jason L, Shaya, Addison, Indie, Marielle, Yonal, Rohit, Dheera, Arif , 

Razia and Lucia T. 

  

Happy reading! 

  

Ms Keay 



 

Monday 13th August Year 5/6 AFL Clinic  

Tuesday 14th August ICAS Maths Assessment  

Wednesday 15th August Li ttle Frogs Playgroup 9.15am – 10.45am 

Wednesday 15th August Kinder Club 2.30pm – 3.30pm 

Thursday 16th August District Athletics Selected Students 

Friday 17th August Intershool Sport Away – Holy Family 

Friday 17th August Book Week Parade 2.30pm – Prep to Year 6 

Monday 20th August Year 5/6 AFL Clinic  

Monday 20th August Parent Club  6.30pm – Staffroom  

Tue – Fri 21st 31st  August Swimming Year 3 - 6  

Wednesday 22nd  August Little Frogs Playgroup  9.15am – 10.45am  

Wednesday 22nd August Junior Assembly 2.45pm – Hall  

Friday 24th August Interschool Sport Away – Mossgiel Park 

Friday 24th  August Senior Assembly  2.45pm – Hall  

Monday 27th August Farmers Day Fundraiser Dress up as a farmer $2 

Monday 27th  August Year 5/6 AFL Clinic  

Wednesday 29th August Little Frogs Playgroup 9.15am – 10.45am 

Thursday 30th August Father’s Day Stall   

Friday 31st August Father’s Day Breakfast  TBA 

Friday 31st August Interschool Sport Away – Fleetwood PS 

Monday   3rd  September Year 5/6 AFL Clinic  

Wednesday   5th September Little Frogs Playgroup 9.15am – 10.45am 

Wednesday   5th September Junior Assembly 2.45pm – Hall 

Wednesday   5th September Movie Night TBA 

Friday   7th September Senior Assembly 2.45pm – Hall 

Friday   7th September Interschool Sport Away – Thomas Mitchell PS 

Sunday   9th September Yr 6 Graduation BBQ Bunnings - TBA 

Tuesday 11th September Footy Day BB S/Sizzle TBA 

Wednesday 12th September Little Frogs Playgroup 9.15am – 10.45am 

Wednesday 12th September Kinder Club 2.30pm -3.30pm 

Thursday 13th September Student Led Conference TBA 

Friday 14th September Interschool Sport Home – James Cook 

DIARY DATES 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BEFORE AND AFTER SCHOOL CARE 

Child Care Benefit and Child Care Rebate 

available for all families. 

Morning: 7.00am – 8.45am Monday to Friday 

during school term, excluding all Victorian Public 

Holidays.  

Permanent/casual: $ 15.00. 

Breakfast is provided until 8.30am. 

Afternoon: 3.30pm – 6.00pm Monday to Friday 

during school term, excluding all Victorian Public 

Holidays.  

Afternoon snack and drink provided. 

Permanent/casual: $ 19.00. 

 

For program information, bookings or 

cancellations, please contact Kristy on  

0400 194 859 on weekdays. 

 

Y.L.V Team 

 

UNIFORM SALES 

School uniform items can be purchased directly 

from the Beleza School Uniform Store at shop 7, 

151 – 159 Princess Hwy, Hallam, phone 9702 

3181.  Mastercard and Visa are accepted. 

Beleza order forms are also available at the school 

office.  When placing your order you will need to 

make payment to the school either by cash or by 

completing your credit card details on the order 

form.  Beleza staff will then deliver your order the 

school. 
 

 

 

SCHOOL BANKING 

Don’t forget that EVERY FRIDAY is School 

Banking day and students should hand in their 

deposit book first thing on Friday.  

School Banking Co-ordinator Needed: If there 

are any parents who are interested in volunteering 

their time to process School Banking, please come 

and join us on a Friday morning from 9 a.m. It 

usually takes around 1½ hours. Please ask at the 

school office for directions to our work room. 

Rewards News:  Rewards can be ordered as soon 

as your child has 10 tokens.  NEW REWARDS 

AVAILABLE WHILE STOCKS LAST: Mighty 

Boom Handball, Heat Reactor Pencils, Glow Light, 

Sparkle Glitter Pens, & Twister Power Handball – 

use the order slips provided in the ‘For Parents’ 

leaflet, or you can download and print order slips at 

https://www.commbank.com.au/personal/kids/scho

ol-banking.html. OLDER REWARDS STILL 

AVAILABLE : Colour Change Markers, Deep Sea 

Savers Money Box (1 left), Epic Earphones, Outer 

Space Savers Money Box (1 left), Pencil + Tech 

Case, Smiley Emoji Keyring, Tablet Case & Volt 

Handball - use the separate slip (on white paper) 

which has been distributed. Let us know if you 

need replacement order slips, for either the new or 

older items. REWARDS NO LONGER 

AVAILABLE : 3D Chalk Set, Secret Scratch Pad & 

Outback Pat Bag Tag. 

Major Competition: Every banker aged 4-13 who 

makes a minimum of 15 deposits before the end of 

Term 3 will be eligible to win a family trip to 

Hawaii with spending money! THERE ARE 6 

WEEKS LEFT FROM NEXT WEEK. For further 

details go to 

https://www.commbank.com.au/personal/kids/scho

ol-banking.html.  

New Accounts: If you would like your child to 

participate in our School Banking program please 

follow the links to open an account at 

www.commbank.com.au/personal/kids/school-

banking, or by visiting a Commonwealth Bank 

branch. We do not keep application forms at the 

school office. If you’ve signed your child up 

online, and their book hasn’t arrived yet, we can 

still get them going if you have been given the 

account number by the bank. Just ask the school 

office for directions as soon after 9 am as possible 

on a Friday morning, or leave a message at the 

school office. 

 

Ingrid Williams  

School Banking Coordinator  
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