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School Contact Information

Primary School
39 Shepherd Hill Lane, Mount Nathan, QLD 4211

Middle School

SUEEEATRIE 8 Cladiara Road, Mount Nathan, QLD 4211

Senior School
36 Laver Drive, Robina, QLD 4226

Postal Address | PO Box 760, Nerang QLD 4211

Phone Number | 07 5655 0300

Website | www.silkwood.qgld.edu.au

General Enquiries | reception@silkwood.qld.edu.au

Teaching and Learning Strategic Leader | Trish Mark principal@silkwood.qgld.edu.au

Finance Leader | Lisa Orthmann finance@silkwood.gld.edu.au

Account Enquiries | schoolfees@silkwood.qgld.edu.au

Absentee | Use the Silkwood School App or email ssattendance@silkwood.gld.edu.au

Office Hours:
8:00 am —4:00 pm Monday to Friday during term time
9:00 am —3:00 pm Limited days during school holiday time

Term & Holiday Dates

Start Date End Date
Term 1 New Student Orientation Days Tues 27 Jan 2026 Thu 02 Apr 2026
Term 1 Semester 1 — All Students* Wed 28 Jan 2026
Term 2 Mon 20 Apr 2026 Tue 16 Jun 2026
Term 3 Semester 2** Mon 13 Jul 2026 Thu 17 Sep 2026
Term 4 Tues 06 Oct 2026 Tue 01 Dec 2026

New student orientation day: for all Year 6 students, all new students, and Prep Group 1
*Exhibition Days in Semester 1: 17, 18 & 19 Jun 2026
**Exhibition Days in Semester 2: 2, 3 & 4 Dec 2026

Exhibition Days are to be attended by the student and their parents/carers at a pre-scheduled time. School is otherwise not in
operation during these dates.

NOTE: Please refer to the school newsletter for festival information and other event dates.

Public Holiday Date

Australia Day Mon 26 Jan 2026
Good Friday Fri 3 Apr 2026
Easter Monday Mon 6 Apr 2026
Queensland Labour Day Mon 4 May 2026
Gold Coast Show Day Fri 28 Aug 2026 TBC
King’s Birthday Holiday Mon 5 Oct 2026
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A Message From Our Head Of School

At Silkwood, we take our commitment to working in partnership with our families
seriously. With this in mind, we have designed the “School Operations” and “The
Silkwood Way” Guidebooks for our parents.

- We want to make sure that you:

e Have the information you need about the school on hand and easy to reference
. Have clarity on what The Silkwood Way is and what itisn’t

. Understand your responsibilities and commitment to The Silkwood Way

. Understand how we support and communicate with you

. Understand the School's organisational structure —who does what

. Are aware of school policies that impact you and your young person/s.

There is a lot of information you need to know. It is unrealistic to remember everything just by reading the handbook, so we
have indexed it to reference things as and when needed.

This handbook is a working document, so changes will be made. A current version is available on the school’s website and
through the Silkwood School App. You are welcome to print it, but we are mindful of the environment, so our recommendation
is to save it digitally or refer to the online link, as this will reflect changes as and when they are made.

We will use our school newsletter to highlight topical sections of the handbook throughout the year. Outlining the information
in smaller chunks like this makes it easier to digest. However, wherever you find yourself on the Silkwood journey, we always
recommend pouring a cuppa and reading through the pages when you have time.

Should you have any questions arising from information in this handbook, please feel free to email our friendly Community
Relations Team reception@silkwood.gld.edu.au

Kindest regards

Carly Hollonds
Head of Senior School Silkwood School
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Our School Team & School Leaders

The formal Leadership Team of the School is centred around four strategic areas, which we call Departments and
there are smaller Operational Teams inside those departments:

Department

Operational Team

Teaching & Learning

Learning Community: Early Childhood — Year 1

Learning Community: Years 2 —5

Learning Community: Years 6 -9

Learning Community: Years 10 — 12

Teaching and Learning Development

Learning Enrichment

Virtual Learning

Business Development & Operations

Finance

Site & Facilities

ICT

Team & Culture

Team Engagement and Wellbeing

Recruitment and Employment

Marketing & Community Relations

Community Relations (Front Office Team)

Enrolments

Events

Marketing

A Strategic Leader leads each Department, and each Operational Team is led by a Team Leader. These Leaders
make up the formal Leadership Team of the School. They are selected for their expertise within their field of
operation, leadership capabilities, and commitment to the Silkwood Vision.

The CEO is the Organisational Leader and reports directly to the School Board. They work with the Leadership Team
to inspire, support, collaborate, coordinate and drive the strategic progress of the organisation and with the School
Team to strengthen the connection and understanding of the vision.

2026 Leadership Team

Organisational Leader

CEO

Valerie Campbell-
Hogg

ceo@silkwood.qgld.edu.au

Strategic Leaders

Business Development &

bdo@silkwood.gld.edu.au

Operations Greg Gapp

Teaching and Learning . o .

Strategic Leader Trish Mark principal@silkwood.qgld.edu.au

Marketing & Community Belinda Tari marketingandcommunityrelations @silkwood.gld.edu.au

Relations

Team & Culture

Paulette Scaife

teamandculture@silkwood.qld.edu

Team Leaders

Finance

Lisa Orthmann

finance@silkwood.qgld.edu.au

Site & Facilities

Greg Panting

siteandfacilities@silkwood.gld.edu.au

Business Systems

Amanda Cruickshank

ict@silkwood.qgld.edu.au

Community Relations

Nicole McGregor

reception@silkwood.qld.edu.au

Head of Junior School

Lauren Weston

juniorschool@silkwood.gld.edu.au

Head of Primary School

Bianca Trace

primaryschool@silkwood.qld.edu.au

Head of Middle School

Eliza Lane

middleschool@silkwood.qld.edu.au

Head of Senior School

Carly Hollonds

seniorschool@silkwood.qgld.edu.au

Learning Design Resourcing

Trish Mark

learningenrichment@silkwood.gld.edu.au



mailto:ceo@silkwood.qld.edu.au
mailto:bdo@silkwood.qld.edu.au
mailto:principal@silkwood.qld.edu.au
mailto:marketingandcommunityrelations@silkwood.qld.edu.au
mailto:teamandculture@silkwood.qld.edu
mailto:finance@silkwood.qld.edu.au
mailto:siteandfacilities@silkwood.qld.edu.au
mailto:ict@silkwood.qld.edu.au
mailto:reception@silkwood.qld.edu.au
mailto:juniorschool@silkwood.qld.edu.au
mailto:primaryschool@silkwood.qld.edu.au
mailto:middleschool@silkwood.qld.edu.au
mailto:seniorschool@silkwood.qld.edu.au
mailto:learningenrichment@silkwood.qld.edu.au

Reviewed and updated 18 January 2023

Head of Alternative Learning

Tracy Willcocks tracy.willcocks@silkwood.gld.edu.au
Programs

Our Organisational List

2026 Team Members

Organisational Leader CEO Valerie Campbell-Hogg \
ategic D O eade €3 embe
Teaching and Learning Teaching & Learning Strategic Leader - Trish Mark
Operational Departments
Early Learning Head of Junior School — Lauren Weston
Operational Areas Operational Area Leaders Team Members
Early Learning Centre Centre Director - TBC EL Lead Educators
TBC
TBC
TBC
EL Assistant Educators
TBC
TBC
TBC
TBC
TBC
Junior School Teaching & Learning Head of Junior School — Lauren Weston
Operational Areas Operational Area Leaders Team Members
JS - General Learning Head of Junior School JS - Advisors
Prep Shae Tweeddale

Gabrielle Gallant
Lindsey Bowen

Year 1 Georgina Suckling

Courtney Kelso

Sam Newman

JS — Learning Enrichment JS — Learning Enrichment Leader | JS - Student Wellbeing Assistant
Cynthia Gordon Lisa Boylan (PT)

IS - Assistant Advisor

Louise Lucock (PT)

Alexis Arnold (PT)

Jennifer Clement (PT)

Claire Majnusz (PT)

Hannah Bessell (PT)

Mirella Kahler (PT)

JS - Real World Learning JS — Real World Learning Leader — Lucy Briggs
Primary School Teaching & Learning Head of Primary School — Bianca Trace
Operational Areas Operational Area Leaders Team Members
PS - General Learning Head of Primary School PS - Advisors
Year 2 Isabella Neophyton

Catherine Stamp

Nerida Gallina

Year 3 Kyah Chillingsworth

Taryn Hand

Louise Shepphard
Year 4 Josh Nuttall
Clare Garner
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Acacia Edser

PS — Learning Enrichment

Year 5

PS - Learning Enrichment Leader —
Kylie Carpenter

Christine Zafran-Howson

Jane Gapp

Dean Fuller

PS — Advisors (Learning Enrichment)

Gemma Schmeling

Francene Stafford

Heidi Miller

Sheila Fulton

PS - Learning Enrichment Assistants

Julie Whipple (PT)

Dani Cachia (PT)

Sharyn Jones (PT)

PS - Student Support Coordinator

Kyra Hinde

PS - Student Wellbeing Assistant

Amanda Coyne (PT)

PS - Real World Learning

PS - Real World Learning Leader — Katherine Allard

Middle School Teaching & Learning

Head of Middle School — Eliza Lane

Operational Areas

Operational Area Leaders

Team Members

MS — General Learning

Head of Middle School MS - Advisors

Year 6 Kate Pye
Elise Hamilton
Chelsea McKean

Year 7 Chloe Vlamis
Aaron Ralph

Year 8 Nicholas Robertson
Gemma Cargill
Andrea Silver

Year 9 Natalie Beach

Richard Mclntosh

Nicole Barratt

MS — Learning Enrichment

MS - Learning Enrichment Leader
— Donna Broughton

MS =
Enrichment)

Advisors (Learning

Alexandra Willow

Louise Cullen

Todd Sillett

Caitriona Walpole

Laura Ross

MS - Learning Enrichment Assistants

Donna Sutherland (PT)

Brooke Sanford (PT)

MS - Student Support Coordinator

Heidi Sturdy

MS - Student Wellbeing Assistant

Jai Bonis

MS — Intervention Advisor

TBC (PT)
MS - Real World Learning MS - Real World Learning Leader — Nikki Fields
Senior School Teaching & Learning Head of Senior School — Carly Hollonds

Operational Areas

Operational Area Leaders

Team Members

SS—General Learning

Head of Senior School

SS - Advisors

Year 10

Cheyne Brooke

Sebastian Sasin
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Michael Caterer
Year 11 Jake Murphy
Steffanie Gowland

Stephen Tranter

Year 12 Jacqueline Marks
Reyna Abe
Robina — Outlearning Pathways Senior Pathways Coordinator — Tai Hood
Alternative Learning Programs Head of Alternative Learning Programs — Tracy Willcocks
Operational Areas Operational Area Leaders Team Members
SS — Learning Enrichment Head of Alternative Learning | SS— Advisors (Learning Enrichment)
Programs Briana Mclntosh
Sharon Tomana
Kate Hall

Learning Enrichment Assistants
Sayge Moroney (PT)
Kate Armstrong (PT)

Robina — Student Support Robina - Student Support Leader— | Student Support Coordinator
Lauren Chin-Wah Rachel Cupitt
Student Wellbeing Advisors
Jyden Eli (PT)
Virtual Learning School Head of Alternative Learning | Virtual Learning - Advisors
Programs Wanda Williams
TBC (PT)

Virtual Learning Assistant
Debbie Goodlet (PT)

Learning Design Resourcing Teaching & Learning Strategic Leader — Trish Mark
Operational Areas Operational Area Leaders Team Members
Learning Program Resourcing Learning  Program  Resource | Library & Resource Coordinator
Leader — Sam Bingley Fiona McConachy

Resourcing Assistant
Brandon Palfi (C)
Learning Design Training & | Learning Design Development Leader — Marc Tidd
Development
Specialist Teaching Adventure  Learning  Specialist
Teacher

Harley Hollonds

Adventure Learning Assistant

TBC (PT)
Music Program Music Coordinator — Melanie | Specialist Music Teacher
Creamer Dean Gill (PT)
Specialist Music Assistant
Dean Gill (PT)

Instrumental Teachers

ategic D O eade
Marketing & Community Relations Marketing & Community Relations Leader
Operational Departments
Marketing Marketing and Community Relations Leader — Belinda Tari
Operational Areas Operational Area Leaders Team Members
Branding and Content Creation Marketing and Design Specialist Digital Marketing and Content Creator
Juliana Pires
Editorial Support Assistant
TBC
Event Management Events Coordinator Events Administrator
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Jenny Kelley

Tara-Lee Thompson (PT)

Enrolments

Enrolment Coordinator

Samantha Langdon

Community Relations

Community Relations Leader — Nicole McGregor

Operational Areas

Operational Area Leaders

Team Members

Front Office

Community Relations Leader —

JS — Community Relations Advisor

Nicole McGregor

Olivia Weston (PT)

PS — Community Relations Advisor

Katherine Nunn

MS — Community Relations Advisor

Tracy Bodycott

Angela Parker

SS — Community Relations Advisor

Victoria Letts

Danielle Timoteo (PT)

Community Onboarding

Community Relations Leader

Nicole McGregor

Team and Culture

Team and Culture Leader

Operational Departments

Team and Culture Operations

Team and Culture Leader — Paulette Scaife

Operational Areas

Operational Area Leaders

Team Members

Recruitment & Employment

Team Employment Coordinator

Fiona Bell (PT)

Team Engagement & Wellbeing

Team Engagement Coordinator

Nicole Burridge

Busi

ness Development & Operations

Business Development and Operational Leaders

Operational Departments

Business Management

Business Development and Operations Leader — Greg Gapp

Operational Areas

Operational Area Leaders

Team Members

Finance

Finance Leader — Lisa Orthmann

Finance Coordinator

Melissa Butler

Purchasing Officer

Sheridan Ranger

Accounts Receivable Officer

TBC (PT)

Accounts Payable Officer

Ingrid Cruse (PT)

Site and Facilities Operations

Site and Facilities Leader — Greg

Site Workers

Panting

Michael Linder

Tony Wallace

Dion Krummenacher

TBC

Landscape and Bush Carer

Bola Biumaiwai

Cleaning Coordinator

TBC

Bus Drivers

Brett Richardson (PT)

Stuart Scrivens (C)

Neville Woolard (C)

Rex Carter (C)

David Brooks (C)

Robina Site and Facilities Coordinator

TBC

Compliance

Compliance Coordinator

TBC (PT)

Business Systems

Business Systems Leader — Amanda

Cruickshank

Operational Areas

Operational Area Leaders

Team Members

Business Systems Leader

Network & Systems Administrator
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CT System Development & Mars McCullagh
Management
Systems Helpdesk ICT Training and Helpdesk | Help Desk Administrators
Coordinator
TBC Neil MacKinnon (PT)
Austin Jiang
Kailani Pearman (PT)
Dante Arndt (PT)

School Operational Information

Arrival and Departure

School Arrival times

e  Senior School starts at 8.30 am.

e The Senior School campus will be open to students from 8.00 am onwards.

e An Advisor will be at the train station each morning at 8.15 am to walk with any students needing support
to get to School and again in the afternoon, should students require it.

School Departure
School finishes at 2.45 pm with some flexibility for early departure to connect with the afternoon train; this can be
arranged with the Advisor’s or Head of School's permission.

Carparking
Silkwood's Senior School campus provides a limited number of carparking spaces for staff, students, parents,
guardians, and visitors.

Parent/Carer Parking Visitor parking is located outdoors, accessible via Laver Drive. (6 spaces only). Due

to limited parking, on-site visitor parking is reserved for those with a scheduled
appointment. All others visiting the Senior School campus must park at Robina
Town Centre or Robina Station. For students whose families are picking them up,

the agreed-upon pickup and drop-off locations are Robina Station, Robina Town
Centre or Arbour Ave, where 2-hour parking is available.

For ease of access and parking availability, we highly recommend using Robina Station.

Disabled Parking Disabled parking is located on the ground floor of the southern end of the building via
Easthill Drive. Access to this carpark can be added to the student ID card.
Student Parking Student carparks are allocated via a parking pass; see the reception for forms. Students

park in the green bays.

Carpark Rules for Visitors

e 10km/h speed zone.

e Take extreme care and watch for pedestrians who may be out of the line of your sight.

e Refrain from using your mobile phone.

e  Give way to pedestrians.

e Parkin designated visitor parking spots on the external driveway.

e  Take care when walking from your car (in the carpark areas).

e Leave disability parks free for those who need them.

e Do not park or drop your child/ren on the roads directly outside the school. This breaches our council
conditions and puts the school at risk.
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Late Arrival & Early Departure Procedures

Late Arrival (after 8.30 am):
Students must visit the school reception to sign in at the kiosk before going to class.

Early Departure (before 2.45 pm):

e |f astudent needs an early departure, the parent/carer can email reception at
ssattendance@silkwood.qgld.edu.au to give permission for an early departure. Reception
will notify the student’s Advisor of approved early departures.

e The student must sign out via the school office before leaving the campus. This will ensure our
system is updated accordingly.

e Students who are departing or arriving on campus for regular internship or education purposes
still need to sign out at reception.

Student Drivers

Parking is designated for senior student drivers in the underground carpark at the Senior School. Responsibility and
decisions regarding students driving to and from school lie with parents/guardians. A signed authority form must be
submitted for each driving student and each passenger's 'Authorisation for Student Driving Privileges' form

A copy of the driving student’s signed permission form must be signed by the passenger and the passenger’s
parent/guardian.

The student's vehicle is for transport to and from the school; it is not to be used for any other purpose.

Driving and parking privileges may be revoked.

Student Bicycles, Scooters & Skateboards
We encourage students and families to adopt safe practices for cycling, scooting and skating when riding to and
from school or to and from a bus stop.

e  Responsibility and decisions regarding students cycling, scooting and skating to and from school lie with
parents and guardians. This includes ensuring the student knows and obeys the road rules and how to stay
safe on the roads and from other potential dangers.

e Allriders are to wear a helmet.

e  Bicycles, scooters, and skateboards must be walked through school grounds.

e Bicycles should be locked in the designated areas.

e Scooters and skateboards are to be stowed in school bags (if foldable) or class storage, away from
walkways.

e  Bicycles, scooters, skateboards, and helmets are brought and stored at school at the owner’s risk.

e We recommend students wear a high visibility vest — be safe, beseen.

Walking Between School, Train and Bus Stops & Home
e Responsibility and decisions regarding students walking to and from school lie with parents/guardians.
e The school will provide supervised walking to and from the Robina Train Station to the campus each school
year to help settle new students into the routine.
e ASilkwood team member will be at the Robina Train Station from 8.10 am — 8.20 am in the mornings.
o  They will leave the train station to walk back to school at 8.20 am. Students must arrive by train before this
time to reach school on time.

Outlearning Day

Tuesdays are our designated outlearning day, an opportunity to access learning opportunities in the real world.
Whether this is utilising the local Robina facilities, accessing TAFE/University courses and internships across the Gold
Coast, or establishing learning activities nearer to students' own neighbourhoods, students are supported by their
Advisors to learn outside of school.

Students will develop their outlearning plan for each term, which can include any combination of:
13


mailto:hsattendance@silkwood.qld.edu.au
https://media.digistormhosting.com.au/ss-au-qld-466-website/documents/Form_Authorisation_for_Student_Driving_Privileges.pdf?mtime=20220128012824

Reviewed and updated 18 January 2023

e Internships, working with mentors in the community;

e Attendance at TAFE or University;

e Mentoring/internship programs at Silkwood Mt Nathan, working in the library, with the Site and IT Teams,
or across the Middle and Primary School classes;

e Attending Silkwood Mt Nathan library to complete school-administered IT short courses;

e Working from home on specific project work, for example, in cases where they have better access to
materials at home or can access resources and mentors within their local area;

e Working with family mentors at home or shadowing them at their workplace (parents, siblings,
grandparents, aunts, and uncles).

Your child's Advisor will support them in preparing for this day each Monday afternoon and will be available at a
specific check-in time during their outlearning day. This check-in may be in the form of a site visit or a Zoom meeting.

Advisors are available only at set meeting/Zoom times. This allows Advisors flexibility to visit their students on
internship sites, facilitate meetings, and shadow students needing additional support.

Students with no option but to attend the senior campus on a Tuesday will have the support of a Teacher Aide to
continue searching for and setting up out-of-school learning opportunities.

Attendance

The law requires all school-age children to attend school five days a week. The school can only approve absences for
medical and approved exemptions. All other absences will be recorded as unauthorised. Please note that family
adventures and holidays fit into this category and should be organised during school holiday time.

Please contact our Community Relations team for further information on extended periods of absence.

In addition to the legal reasons for regular attendance, there are learning implications. Our learning program
provides continuity of lessons from day to day and week to week. If your child is absent, it impacts the continuity of
their learning program and progress. Please respect our Advisor's time and make every effort to ensure that your
child attends school every school day, except in times of illness or emergency.

Absences

Parents are asked to contact the school before 8:30 am on the morning of absence. Unexplained absences will be
investigated. Please note the school requires a medical certificate when a student is absent due to illness for three
or more consecutive days or during extended periods or injury or illness

The Education Act states compulsory enrolment and attendance at School; Sec 176. Each parent of a child who is of
compulsory school age must:
A. Ensure the child is enrolled at a State School or Non-State School; and
B. Ensure the child attends the State or Non-State School and
C. Ensure the child attends the State or Non-State School, on every day, for the educational program in which
the child is enrolled: unless the parent has a reasonable excuse.

The following reasons are deemed reasonable:
A. A child is receiving instruction from some other authorised education body
Sickness
Temporary or permanent infirmity
Unavoidable cause
Fear of infection with diseases

Mmoo

Families who withdraw their child for reasons other than those above do so with the understanding that they will be
responsible for their child’s education during that time, and their child’s absence will be marked as an unauthorised
absence on the school roll. If a student misses any concepts during an unapproved absence, the school reserves the
right to request the parent arrange a tutor at their cost.

Why is attendance important?
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At Silkwood, we believe that every day of learning counts. Our attendance expectation is 90%, ensuring that
students are consistently engaged in their learning journey. If a student does not meet this benchmark, an
investigation is carried out to understand and support their attendance needs.

Attending school regularly helps students to:

e Stay engaged in their learning journey.

e Build meaningful friendships.

e Feel connected and happy.

e Develop the skills they need for a bright future.

By maintaining regular attendance, students can fully embrace the opportunities available to them and make the
most of their learning experience at Silkwood.

Why must | send my child to school?

In Queensland, parents and carers have a legal responsibility to ensure their child of school age is enrolled and
attends school every day, unless there is an approved reason such as illness, work experience, or a school-approved
event. Supporting regular attendance is essential in fostering a child’s learning and personal growth, helping them
stay engaged, build confidence, and develop important life skills.

Festival Attendance
Attendance on school festival days is compulsory for all Silkwood School children. This is considered a school day,
and as such, festivals are a requirement of your child’s school enrolment.

The School will require a note from you in advance if your child cannot attend, and an allowable absence will only
be given for the reasons given above. Out of respect for the School and its philosophies, we ask that you support

your child’s attendance at these events.

Senior School students will return to Mt Nathan for Winter and Spring Dreaming Festivals. These are significant
moments that matter and ways to reconnect with the Mt Nathan campus and community.

Does attendance matter?

If your child That equals... Which is... Over 13 years of Therefore, the best your child

misses... schooling, that’s... | might perform is...

1 day per 20 days peryear | 4 weeks per Nearly 1.5 years Equal to finishing in Year 11

fortnight year

1 day per week | 40 days peryear | 8 weeks per Over 2.5 years Equal to finishing in Year 10
year

2 days per week | 80 days peryear | 10 weeks per Over five years Equal to finishing in Year 7
year

3 days per week | 120 days per year | 24 weeks per Nearly 8 years Equal to finishing in Year 4
year

If you want your child to be successful at School, then YES, attendance does matter!

How much learning time is your child getting?

They are only That equals... Which is... Over 13 years of schooling,
missing... that’s...
10 mins per day 50 mins per week Nearly 1.5 weeks per Nearly % a year

year
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20 mins per day 1 hr 40 mins per Over 2.5 weeks peryear | Nearly 1 year
week
30 mins per day % day per week 4 weeks per year Nearly 1 % years
1 hr per day 1 day per week 8 weeks per year Over 2 % years
Did you know your child’s best learning time is at the start of the school day? That’s when every minute counts
most!

State and Federal Government Funding Attendance Requirements

February Census Count
The school cannot receive State Government funding for families who choose to take their children on a family
holiday for five or more days in the first month of the school year (February).

August Census Count
This is also the case for the Federal Government funding count period. For the School to receive Federal funding,
students must attend a minimum of one day during the 20 days leading up to the annual August census count date.

For this reason, families who wish to remain enrolled in the school will be charged additional fees to make up for
this funding loss because of a family holiday. This does not apply to families who need to go away for genuine family
or cultural reasons, i.e., illness of a family member, funerals etc.

Parents and carers must complete an attendance exemption application form (available from the school office) to
request an approved absence of 10 or more consecutive school days for their child.

Attendance Expectations

Please avoid keeping your child away from school for:
e  Birthdays, shopping, visiting family and friends, if they sleep in, looking after other children, minor check-ups
or care such as haircuts etc.
e Routine medical or other health appointments should be made before or after school or during the school
holidays where possible.

What should | do if our family needs to travel during school time?

In the best interests of your child’s learning journey, we strongly encourage parents to plan holidays during the
scheduled school holiday breaks. Due to the nature of our learning program, missed learning can be difficult and
sometimes impossible to make up. However, we understand that travel may be unavoidable for family reasons.
Therefore, we are willing to collaborate with families to minimise the impact on your child's school-based learning
when travel during term time is unavoidable.

Supporting School Attendance
Experiencing challenges with getting your young person to school? Some common barriers include:

e Difficulty getting out of bed in the morning or going to bed at night.
e  Struggling to find their uniform, books, or school bag.

e  Taking too long with breakfast.

e Feeling distracted by digital devices.

e Worrying about assessments, assignments, or presentations.

e  Special occasions such as birthdays.

At Silkwood, we encourage families to establish routines that support regular school attendance and set students
up for success. Some helpful strategies include:

e  Establishing consistent sleep and wake-up times.
e Preparing school essentials the night before.
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e Setting clear timeframes for breakfast and morning routines.

e Allocating dedicated time for homework and study.

e  Encouraging a positive mindset about school.

e Managing and limiting screen time, especially in bedrooms.

e  Maintaining expectations by ensuring your child attends every school day, including special occasions and
the last day of term.

What should | do if my child refuses go to school?
The Student Support team collaborates with families to develop tailored strategies and support plans for students
experiencing ongoing school reluctance, ensuring they feel supported and engaged in their learning journey.

Late Arrivals & Punctuality

Punctuality is essential for your child’s learning, social development, and emotional wellbeing. Arriving late disrupts
not only your child’s learning but also the classroom environment. Missing the start of our morning workshops and
walking into a settled classroom can be unsettling for students. To support a positive and cohesive learning
experience, we ask families to prioritise punctuality and follow the procedures outlined below when lateness is
unavoidable.

If a student does not arrive at School by 8:30 am, the following procedure applies:

e Students arriving after 8:30 am must report to the school office for a late pass before proceeding to class.

e All late arrivals will be recorded in the student's attendance record and included in their semester school
report.

e Year 10 — 12 students arriving late after working offsite on approved internships or work-from-home plans
will not be marked late.

e When lateness is unavoidable due to appointments, emergencies or unforeseen events, please telephone
the school office to inform them, and they can inform your child’s Advisor.

When lateness is unavoidable due to appointments, emergencies, or unforeseen events, please telephone the
school office on 5655 0300 to inform them. The school office will inform your child's Advisor.

School Bus Service
The Silkwood School Bus services the Mt Nathan campus, and there are currently two services that Senior students
can use to connect to Robina.

e  The Silkwood School Central Bus services Gilston-Worongary-Mudgeeraba-Robina in the morning, arriving
at Robina town centre at 7.45 am. This bus commences at Nerang, MclLaren Road at Beltana Way (St
Brigid's School) at 7.00 am, so those coming in from Tamborine/Mt Nathan/Nerang area can board here
for Robina.

e The Silkwood School Northwestern Bus services Maudsland-Oxenford-Monterey Keys-Helensvale Station
by 7:47 am, connecting to the 8:07 am Train - Gold Coast line to Robina Train Station.

More information about our bus service can be found on our website. It is updated regularly to reflect termly
changes, School Bus Service | Silkwood School
You can email schoolbus@silkwood.gld.edu.au if you have any questions.

To keep our passengers and bus drivers safe, all school students, parents, drivers and our school as the Operator are
required to comply with the Queensland Government Code of Conduct for School Students Travelling on Buses.

Our bus service partners with the TransportMe software system to ensure families have easy access to accurate
information and updates relating to the school bus service in real-time. The TransportMe Passenger App requires
parents to create a Passenger Account. Parents can register an account by signing in with Google, Apple or with an
email address and self-created password. For more information regarding the App and how to use it, please go to
the TransportMe Passenger App User Guide.

17


https://www.silkwood.qld.edu.au/our-community/school-bus-service
https://www.silkwood.qld.edu.au/our-community/school-bus-service
mailto:schoolbus@silkwood.qld.edu.au
https://translink.com.au/sites/default/files/assets/resources/travel-information/school-travel/Code%20of%20Conduct%20for%20School%20Students%20Travelling%20on%20Buses%20Jan%202021.pdf
https://transportme.com.au/about-us/
https://play.google.com/store/apps/details?id=com.transportmeptyltd.transportmepassenger&hl=en_AU
https://apps.apple.com/au/app/transportme-passenger/id1024907105
https://transportme.com.au/wp-content/uploads/2021/10/v5.1.3-Passenger-App-User-Guide.pdf

Reviewed and updated 18 January 2023

Please check the Website at https://www.silkwood.gld.edu.au/our-community/school-bus-service for bus
details, and email schoolbus@silkwood.qld.edu.au if you would like your student to be issued a SmartCard that can
be linked to your TransportMe Passenger Account. Smartcards are required for all school bus travel in 2026.

A Smartcard will be used to tag on and off the bus, and each ride will deduct funds from your account.

The use of personal devices on the Silkwood School Bus Services is prohibited. This includes smartphones, laptops,
and tablets.
o Devices will be required to be placed in the student's bag and stay there until they depart the school bus.
e Headphones can be set up prior to boarding the bus with a podcast or music playing, however, the device
MUST remain in the student’s bag (once set, no adjustments).

More information can be found here: School Bus Service | Silkwood School

Please refer to the Silkwood School Website or School App for detailed bus information.

Public Transport to Robina
Students can use public transport to commute to and from Robina, with services available by train and bus.

For train travel, students can use the Gold Coast Line, which connects Brisbane, Beenleigh, Coomera, Helensvale,
Nerang, and Robina. To assist with planning their journey, families are encouraged to use the TransLink app for up-
to-date timetables and travel information. Key train times we recommend are:

e  Departure from Nerang at 7:43 am, arriving in Robina at 7:49 am
e Departure from Robina at 3:15 pm, arriving in Nerang at 3:21 pm
(approx.15-minute walk to and from the station to the Robina Campus)

Additionally, bus services, such as the Nerang-Robina Bus 748, are available for students. Timetables and route
details for bus services can be found on the Moov It App, offering another convenient option for planning travel to
and from school.

Emergency Procedures
The School has comprehensive disaster and lockdown management plans, available upon request. Please email
reception@silkwood.gld.edu.au

Silkwood School prioritises safety and emergency preparedness. Regular drills coordinated by our Workplace Health
and Safety Team ensure that all staff members are well-versed in emergency procedures. In the event of an
evacuation, parents and carers are informed of the situation as soon as the students’ safety is ensured.

Our Advisors and School Team Members, including our specialised First Aid and Wellbeing team, are proficient in
basic first aid and CPR, with ongoing refresher training to maintain these crucial skills. In the event of serious
injuries, immediate attention is given to the student's safety and medical needs, including contacting emergency
services when necessary, with parents being notified thereafter.

Workplace Health & Safety Statement

Silkwood has fully committed to ensuring the success of its health and safety policy and acknowledges its
responsibility for the health and safety of all students attending the school, School Team members, parents, clients,
and members of the public on the school grounds.

To achieve this objective, Silkwood provides a safe working environment by observing the provisions of the
Workplace Health and Safety Act (1995) Regulations and relevant Codes of Practice and Compliance Standards. We
encourage parents to make suggestions for improvements to school safety by emailing the school’s Safety Officer at
siteandfacilities@silkwood.gld.edu.au.

By actively participating in ensuring that health and safety issues are addressed, we, the community, can improve
the school's overall health and safety procedures. Health and Safety is something that affects us all.
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Animals on School Premises

If you wish to bring a pet onto the school grounds, please apply for approval from the Site and Facilities Leader
siteandfacilities @silkwood.gld.edu.au. Service animals used by people with disabilities are exempt from this
requirement. Animals brought onto the school premises (with prior approval) need to be appropriately restrained
and have a temperament suited to being around children and crowds. Those brought on the school grounds
without prior approval will need to be removed from the premises.

Lost Property

Except for small valuables (e.g., eyeglasses, watches), all lost property is kept in a box at the Primary, Middle and
Senior School offices. Allunnamed and unclaimed items are donated to second-hand uniform sales or a local charity.
Please regularly check during each term for any missing items.

Tuckshop

The Senior School has an arrangement with the Marketplace Café to provide a Tuckshop service for school lunches.
Orders must be placed through the YQueue app. Instructions on how to do this are available on campus or can be
found Senior-School-Tuckshop-Ordering-Process

Education for Parents and Carers

Silkwood hosts parenting seminars to support families. Experienced mentors and educational consultants facilitate
these seminars. They are valuable experiences for parents on their journey of understanding and supporting their
child’s development. Upcoming seminars will be announced by email.

Break Times at the Senior Campus

At break times, staff supervision is provided:
e Inthe Senior School building, on the ground floor, level 1 and the Chill Space
e At the Post Office entrance of the Robina Town Centre
e At the Arbour, pond and Marketplace Café (3 minutes from the Senior School campus)
e At the front of the building in the outdoor spaces

Common rooms in the building have games available for students, including table-tennis/sports gaming tables.

The permission form outlines student responsibilities, including being back to class on time and behaving
appropriately in the community.

Link to permission form: PROCEDURE LUNCH PERMISSION ROBINA.docx

Senior School Break Time Privileges — Expectations and Support

At Silkwood, we support students in developing self-management skills and taking responsibility for their choices, in
alignment with Learning in The Silkwood Way. Break times provide students with an opportunity to practice
independence and time management, both essential skills for their future pathways.

To help students uphold their responsibilities, clear expectations are in place to ensure they return to campus on
time and engage appropriately in public spaces.

If a student struggles to manage their time effectively—returning late to campus on two or more occasions —or if
concerns arise regarding their behaviour while off-site, they will be supported with a temporary on-campus break
period. This period provides an opportunity to reset and refocus, offering students a chance to stay on campus
during breaks to enjoy the lawn area, order lunch from the Marketplace Café, or prepare meals in the campus
kitchens.
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This support strategy is implemented by Advisors, with a contract sent home to parents/guardians outlining the
process and inviting them to collaborate in helping their child develop stronger self-management skills. The on-
campus break period supersedes any prior permissions to leave the campus for the set time.

At Silkwood, we see this as a learning opportunity—encouraging students to reflect on their choices, build self-
discipline, and take ownership of their actions in a supportive and growth-oriented environment.

Mobile Phones

In Senior School, it is important that students learn to self-manage their phones, and Advisors are not in the
position to confiscate, collect, or store students' phones.

e The school accepts no responsibility for the loss, theft or damage to any personal electronic device;

e Inthe event of illness or other urgent matters, we ask that parents contact the school office rather than
communicate directly with their child on their mobile phone during school hours. In emergency cases, the
school office remains a vital and appropriate point of contact and can ensure that your young person is
reached quickly and appropriately.

Any breaches to these expectations will be supported as part of our processes to support Learning in the Silkwood
Way.

This dress code provides a framework for an acceptable standard of dress that promotes a quality learning
environment and a good image of the school in the community and allows for student choice. In developing the
dress code, consideration has been given to:

e The Silkwood Way

e Queensland Health Sun Safe Policy;

e Workplace Health and Safety;

e Suitability of clothing for a learning environment or workplace.

Students choosing to attend this school and enjoy its non-uniform dress standard accept that they are responsible
for working within the guidelines and that it is the Advisors' responsibility to arbitrate in ensuring that clothing
meets the guidelines given as well as our school values, specifically, each person's dignity and quality learning.

While off-site for school program-related activities, students are to dress in a way that presents a positive image in
the community and in a way that is appropriate for the location they are going, wearing a uniform if Advisors have
set this requirement for the particular activity.

Uniform
The following is the school uniform. It is compulsory to wear this when:
e  Visiting the Mt Nathan Silkwood Campus;
e At special events and representational events that relate to your learning;
e At selected excursions and internships (your Advisor will tell you if a uniform is needed).

Shirts and Tops, including sports attire e Navy Senior school polo

e Navy Silkwood jumper (current)

e New Silkwood senior hoodie

e New Silkwood long sleeve t-shirt

e Year 12 jersey can be worn in the final year by
Year 12s

Skirts, dresses, and shorts e Navy shorts/skirts - mid-thigh minimum length

e Silkwood shorts

e Navy or black pants
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Headwear Hat of choice for sun safety

Footwear Covered footwear - sports shoes or plain shoes
(sandals and thongs are not permitted)

Vocational Education and Training programs, Attire that is compliant with Vocational/TAFE/internship

internships provider requirements.

Excursions Appropriate attire for the excursion location, and attire
which presents a positive image in the school’s
community

Dress Guidelines

During a typical learning day when not attending Mt Nathan or events requiring uniform, students are to dress in a
way that presents a positive image in the community of them and the school, and in a way that is appropriate for
the location they are going. In general, attire and footwear must be appropriate for an office environment.
Specifically, the following guidelines apply:

Clothing e Shoulders, upper thighs, stomachs, backs, chests, underwear and under layers
are to be covered;

e Attire must enable good movement;

e Clothing lengths are to be no shorter than mid-thigh, or leggings,
stockings, or tights can be worn under the clothing to give adequate
coverage to this length.

Footwear e No thongs, backless or platform shoes;
e Enclosed footwear is required for physical and practical activities.

Headwear e Students can wear their preferred headwear, such as hats, caps,
beanies, bandanas, and hoods on jackets, as long as they do not
inhibit learning and assist with sun safety when outdoors.

Sports Gear e Appropriate sports attire and shoes are required for all physical
activity lessons.;

e Students are to change from these and into their office attire once
finished;

e Tights, leggings, jeggings, and Lycra pants/shorts are opaque and
minimum mid-thigh length;

e Hatsare required when participating in HPE and sports activities.

Make-up, Tattoos and Nails o Make-upis to be subtle;
e Tattoos should be covered if they have images that could be
offensive to others;

e Neat and tidy workplace-appropriate nail polish that is
well maintained;

e Nails are to be a length that is not a safety risk.
e The student's Advisor can give permission for extreme,
and costume make-up related to learning.

Jewellery and Accessories e Students wear jewellery at their own risk;
e Jewellery and accessories must be appropriate not to inhibit a
student's ability to do tasks or be a hazard that can cause harm.

Hair e Hairshould be neat, tidy, well-groomed, and expected as
respectable for an office environment.

Hair may be required at times to be tied back to comply with
workplace health and safety requirements.
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Parent/Carer Responsibilities in Supporting Uniform and Dress Code

We ask that parents show respect for our dress guidelines by supporting their young person to dress
as per the school's expectations. We see this as a great step in learning to be independent whilst
understanding that life has guidelines we need to co-operate with at times.

General obligations at all times (uniform or dress code):
X Home wear/sleepwear such as onesies, pyjamas and Ugg boots are not office appropriate. Exceptions are
when worn at night at school camp.
x  Torn, transparent, ripped garments with visible holes are not office appropriate. Frayed hems are not
office appropriate. Tights or stockings that have visible holes or tears are not office appropriate.
X Garments carrying Inappropriate (e.g. obscene) images or words, promoting alcohol, tobacco, criminal
activity or advocating violence or hate speech is not acceptable.

School responsibilities in supporting uniform and dress code
e To support students to take responsibility for their actions in relation to their choices by providing clear
and consistent guidelines;
e Toclearly outline the procedure to parents if students arrive at school dressed inappropriately.

Ordering Uniforms
The School Uniform Shop is operated by P&C Uniforms and is located at the Middle School Campus (Mt Nathan).
Ordering is online via the website and uniform items will be brought to Robina campus and delivered to advisories.

Please Visit our website for more information and instructions on ordering school uniforms.

If you have any questions regarding our school uniform, please contact the Middle School Office.

Parent Involvement

Although we employ people to carry out professional roles within the teaching and administration of our school, we
also rely upon the generous volunteering of parents. Silkwood has always been blessed to have parents who have
helped pioneer and develop our Vision. Silkwood would not be here today without these contributions of time,
energy, ideas, and initiative. In addition, community involvement in the school ensures our continued growth and
success and provides an opportunity for meaningful participation in your child’s education. Students are also
encouraged by practical displays of care and their parents' involvement.

School Fees

Real-World Learning Adventures — Attendance and Fees

The Real-World Learning Adventure Program (School Camp Program) is essential to Silkwood’s Discovery Learning
Program, which is designed to foster personal growth, resilience, and real-world skills. Attendance is required for all
students from Years 2 to 12 as an integral part of their learning journey. Our all-inclusive annual school fee structure
includes the costs associated with these adventures.

Refunds for non-participation are not offered, including when a student leaves the school or withdraws from the
program. However, if a medical professional (e.g., psychologist) provides written confirmation that a student is
medically unfit to attend, a withdrawal application may be submitted to the relevant Head of School for review.

Excursion Fees
Excursion fees are included as part of the school fee invoice.

School Fees
Please visit the School Fees page on the school’s website for our current fee information.
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Personalised Learning Costs
Fees cover our Essential and Exploring learning programs. Costs arising from developing a student’s personal project
or personalised learning pathway that fall outside these programs are the family’s responsibility. These costs may
include:

e Acourse or other activity provided by an external supplier;

e An external exam or assessment that incurs additional costs;

e Specialised materials or resources;

e Transport to and from a mentor, training or learning opportunity.

We work with families to minimise these costs and do not make financial decisions arising from personal projects on
behalf of families. The decision and payment arrangements of these costs are left with the family. We suggest
families set aside a budget for these costs that is within their financial means. The Advisor can then make the
management of this budget part of the student’s learning plan.

Extension Music Program

The school provides free instrumental and choir programs as part of its extended learning offerings. Students who
enrol in these programs must commit for at least one year. For more information, please contact our Music
Coordinator, Melanie Creamer, at melanie.creamer@silkwood.gld.edu.au.

Connection

Meetings with Team Members

If you're looking to have a face-to-face conversation with your child's Advisor, Head of School, or another member
of our School Team, we invite you to send your meeting request through the Engage Parent Portal.

Please keep in mind that Advisors and Heads of School often have a full schedule of appointments, so it might take a
little time to find a slot that works for everyone. Rest assured, though, that we always strive to accommodate your
needs promptly, especially for urgent matters.

For unexpected situations where you need to speak with someone immediately, we recommend calling the school
office before dropping by. This helps ensure that the person you need is available and can provide you with the
attention and assistance you require.

On arrival at school, parents must check in at the school office to announce their arrival.

Confidentiality

We are committed to each family’s right to their privacy. It is inappropriate and in breach of school policy for a
visitor or parent to discuss their observations at Silkwood of other students to anyone other than school personnel.
Should you feel any concern or need to comment on something you see, the Head of School or the School Principal
is the appropriate person to discuss your concerns with.

Our school prioritises a collaborative and trusting relationship with families, and we are committed to a restorative
approach to address any breaches of our guidelines or rules. However, in cases of severe misconduct, immediate
action is necessary. A family's enrolment may be subject to immediate suspension and potential cancellation if any
family member:

e Engages in confrontational or aggressive behaviour (verbally or in writing) towards anyone in our school

community, whether related to a school issue or on school premises.
e Enters school grounds without authorisation.
e Acts in a manner that endangers others at the school or during school events.

In such instances, we will review the family's enrolment promptly to ensure our school remains a safe and
respectful environment for all.

We take the safety of our Team and members of our School Community very seriously and will act accordingly to
ensure everyone remains safe.
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Communication

Maintaining a positive partnership requires open and honest communication with each other. Therefore, the School
is committed to ensuring that families receive all the information they need about the School and their child/ren’s
learning program in timely, relevant and effective ways.

The School communicates information with parents via Engage Parent Portal, email, sms and the Silkwood School
App. When the School sends out information, it is assumed that families take the time to read it and respond to the
School with any concerns they may have in a reasonable timeframe.

Communication Pathways
Silkwood Parent The Parent Portal is a secure site where parents find current information about their
Portal children.

The Parent Portal provides access to:

e Term overview.

e Termly class news (a brief summary of classroom learning and upcoming

events).

e Excursion information and notifications.

e Advisor to parent communication.

e Advisor to class communication.

e Ability to contact Advisors and Team Members.
The following information is also available on the Parent Portal: School and class
calendar.

e  Parent/guardian contact details.

e  Student medical information and emergency contacts.

e  Access to student records that relate to your family.

e School fee billing and receipts.

e Student reports.
Every Team Member has an email address. Families can send emails to Team Members
relevant to their child via the Portal. Team Members respond to these within 48 hours
and during work hours only. If it is an emergency, please phone the school.
Silkwood School App The Silkwood School App can be downloaded from the App Store or Google Play. It
features key information and functions to support our school community, such as:

e The school calendar.

e  Parent Portal (link).

e  After-school activities.

e School bus Information.

e General reminders and information

e School newsletter.

e School events.

e Social media (links).
School Email The School Office sends email notifications to families:

e  General whole school notifications

e Health notifications

e Eventinformation

e  Excursion information
Advisors and Heads of School send year level-specific email notifications to families
through the Parent Portal
Silkwood Newsletter A newsletter is published two times per term and is available in the school app and on
the school website. It contains:

e General school information/reminders.

e School Principal/CEO News.

e Upcoming event information.

e Class news.

e  Extra-curricular activities.

e  Parenting tips.
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SMS The school uses an SMS system for student absences and short, direct information we
need to get out to families.
Phone Calls Families can ring the school office for anything urgent or in case of emergencies. 07

5655 0300

School Social Media
Sites

The school’s social media sites are as follows. The posts are about school activities, what
students are up to and support information on parenting and education. In a very
colourful way, they express the daily story at Silkwood.

Silkwood Facebook page

SCCA Facebook page

Every year level also has a Facebook page for families to communicate and share
matters of interest with their child’s learning community. There are guidelines to follow
to ensure that posts are positive, supportive, and relevant to the whole group. You will
receive an invite link to join as part of your enrolment into the school. In addition, a link
for each page is shared in our back-to-school newsletter at the start of every year and
term. These pages are rolled over at the end of the year, so you only need to join once
at the beginning of your enrolment.

School Website

The school website contains links to newsletters, school policies, general information
about the school, the parent handbooks for each campus, and the school’s annual
report.

Direct Leader
Approach

Matters that can be identified as falling under a Leader’s responsibilities can be directed
straight to the Leader. If you are unsure who is responsible for the matter, email our
school reception, who will forward it to the relevant person:
reception@silkwood.qgld.edu.au

Parent/Advisor

Parents are welcome to contact their Learning Advisor via the parent portal to request a

Meetings face-to-face meeting when the need arises. Parents need to be mindful that Advisors
are often booked in advance for meetings throughout the day and week, so it may take
a few days. If the Advisor deems it an urgent matter, they will attend to it as a priority.
Improvement You can send a notification request to the CEO for ideas for improvement or changes to
Notification the school. Ideas will be considered on merit using the following criteria:

e Alignment to the School’s philosophy;
e The organisation’s need for the idea/change;
What the current school direction and goals are;

e How significant a change/idea it is for the school.
If it is deemed appropriate to move forward after reflection on the above, the Strategic
Team will determine where, when and how it will be implemented. The person making
the request will be notified of the outcome.

Operations Handbook

This Silkwood School Operations Handbook contains vital information relevant to all
aspects of the school. It is used as a reference guide for senior school families to find
the relevant information they need, when needed. It can be access via the Quick Links
menu on our School Website or through the SILKWOOD APP.

Annual School Report

Every year, in May, the School publishes it's Annual Report on the school website. This
report-contains a wealth of information on the school’s progress.

Student Exhibitions

Student-led Exhibitions are schedule twice each year, in terms 2 and 4. The provide
students the platform to showcase their semester learning journey to their family,
mentors and Advisors. Parents and carers are expected to attend. Please refer to the
school calendar of events for exact dates.

Concerns & Complaints

The school values prompt communication and resolution of concerns to maintain strong partnerships. Families are
encouraged to report issues immediately, in response, the school is committed to ensuring that these concerns are
dealt with swiftly and effectively. Concerns deemed urgent by the School Team will receive immediate attention
and be prioritised accordingly.

Learning and
classroom
concerns

1. Forall concerns about your child’s education, you first make an appointment with
your Advisor.
2. Ifitis not resolved, then make an appointment with your Head of School.
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3. If still unresolved, make an appointment to see the School Principal.

NB: Heads of School and the Principal do not attend to any educational concerns sent
directly to them without first going through this process unless it is a child protection
matter.

Reporting a safety
hazard

Addressing any For financial concerns, contact the School’s Finance Leader finance @silkwood.gld.edu.au
other concerns

Email siteandfacilities@silkwood.qld.edu.au directly with your concerns

For any issues not covered above, please email Reception, and they will direct to the
appropriate person reception@silkwood.gld.edu.au

If it is of a serious nature (non-educational), please email the CEO
ceo@silkwood.qld.edu.au or School Principal principal@silkwood.gld.edu.au

Refer to our Complaints Handling Staff, Parents and Students Policy for more information.

Learning in The Silkwood Way

The Silkwood Way

At the start of every year, we email out the latest version of The Silkwood Way Parent Guidebook. This guidebook
has the details parents need to understand about our learning approach. A copy of this is also available online on
our website or from the front office.

We have recently updated The Silkwood Way Parent Handbook and our Parent Information Course (PIC) to include
new information on our Advisory approach, student learning cycle, the Silkwood learning progressions and the
changes we have made to our Senior School program, in particular, our senior graduate portfolio. We would
recommend all families who have not been to a PIC in the last 12 months read the new Silkwood Way Guidebook
and attend a PIC course sometime throughout the year. Dates and times are advertised on the school website.
There is a lot of new and exciting information to know about.

Homework

Senior School students undertaking QCAA English and Math subjects for QCE will need to study at home,
particularly general-level subjects. General-level subjects are targeted at students seeking university entry, so it is a
natural development for students to become accustomed to homework ahead of embarking on post-Year 12
courses at university or other specialist colleges.

Student Assessment

The Silkwood Way Parent Guidebook details our student assessment processes, emphasising our commitment to
fostering student ownership of learning. Central to this approach are the biannual Exhibitions, where students
proudly present their work and progress. To accommodate these significant events, the school observes three
additional pupil-free days, as marked on the school calendar. These days are dedicated to scheduled sessions where
families engage with their children, mentors, and advisors to review and celebrate the students' achievements from
the past semester. Participation in these exhibitions is an integral part of the learning cycle at Silkwood (detailed in
The Silkwood Way Parent Handbook) and is a critical component of your engagement with your child's educational
journey.

School Report Cards

Government-mandated school reports are issued twice per year at the end of Terms 2 and 4. Silkwood is required
by legislation to use a five-point rating system in its school reports. However, the assessment systems used for
these reports are internal and non-standardised. We find this reporting style non-effective for student learning, so
place little emphasis on these as a good measure of progress and strongly encourage families to work closely with
their child/ren’s Advisor so they have a clear picture of the ongoing learning progress.

Comments are not included on School Report cards as the Exhibition feedback and dynamic, regular information in
the PLPs is far more comprehensive, timely and relevant.
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Wellbeing and Nutrition

Food & Nutrition

In the Senior School, students are responsible for their own nutrition, and it is expected they make or organise their
own lunch. Advisors provide nutrition lessons within the Discovery health program and encourage healthy choices;
however, responsibility for good nutrition ultimately rests with the student and family.

Research is clear that nutrition plays a key role in the quality of a young person's physical and neural development.
For this reason, for optimum success with a student's learning program, we believe that students should be well-
nourished and encouraged and supported to take responsibility for the quality of food they eat themselves.

Specifically:

e Lunches that are nutritious, wholesome, and free of artificial chemicals/additives/colours, made up of fresh
fruit, salads, vegetables, grains, nuts, eggs, meats, dairy, pasta, or any other healthy, fresh, whole foods
and;

e Choose foods that avoid or reduce packaging and have a positive impact on our environment.

e Due to the lack of health benefits, exclude lollies sweet treats i.e. biscuits, cakes, ice creams, ice blocks,
foods containing chocolate, sugary spreads, chips, drinks (other than water).

For those who would like more nutrition information, the link below will provide you with
interesting information on young people's health:

https://fedup.com.au/factsheets/support-factsheets/eating-for-success

To reduce the number of students who need to purchase food at local Robina facilities, the Senior School campus
has student common rooms with kitchens, fridges, and microwaves. Students can bring their lunches to refrigerate
and/or heat up; we encourage students to bring leftovers from family meals.

Home Life
Enrolling your child at Silkwood is a decision that is an educational choice and a lifestyle choice. We have found that
success for children at Silkwood is enhanced by a home life that encourages children to have:

o Clear boundaries and expectations for behaviour;

e Respect for our environment, animals, and people;

e  Family mealtimes with healthy, wholesome home-cooked food;

e  More time is given to art, craft, games, creative play, and outdoor activity, and less time for passive

entertainment activities (TV, movies, and computer games);

e  Family age-appropriate games and entertainment;

e Alove of books, music, art, physical activity, and craft;

e Aresilient nature by allowing them to make mistakes and learn;

e Afocus on self-management of their life, i.e. don’t do for children what they can do forthemselves.

We ask that our families choose lifestyles that cherish the developmental stages of childhood as they are short-lived
and require nurturing.

Water Bottles in Class

Students must remain hydrated during the school day. For this reason, we encourage students to bring their own
water bottles and have these with them in class. Drink bottles are for water only. For safety reasons, glass bottles
are not permitted.

27


https://fedup.com.au/factsheets/support-factsheets/eating-for-success

Reviewed and updated 18 January 2023

Healthcare at School

First Aid Rooms

Any student who becomes ill/injured during the school day is attended to in the First Aid Room, located next to
ground floor reception. A qualified First Aid attendant will treat them. Students either return to class or a
parent/guardian or listed emergency contact will be notified to arrange transport home.

The following guidelines apply:

e Keep your home, mobile and emergency contacts up to date via the Parent Portal. It is very distressing for
students when these numbers are not current, and we cannot contact their guardians.

e The emergency contact person should be someone available to collect your child from the school if you are
unable to do so. Make sure that the emergency contact is aware of theirrole.

e Your child should be collected as soon as possible after the school has contacted you. Unfortunately, we
cannot provide long term bed care for students.

e Under no circumstance is a student to contact home and arrange to be collected or leave the school
without notifying their Advisor or a School Team Member.

Medical Emergencies

If a student requires transport to the hospital because of illness or injury, by either private vehicle or ambulance,
the school will endeavour to have a School Team Member accompany that child to the hospital and remain with
them until a parent or guardian arrives. Our reasonable expectation is that parents would attempt to relieve that
School Team Member as soon as possible.

The school will take all reasonable care of the student suffering accidental injury or iliness but will not be
responsible directly or indirectly for any act or omission of any medical or dental practitioner or medical officer
attending or treating the student.

If something happens to a student in any medical or other emergency and if it is impossible or impractical to
communicate with parents/carers, the school may act and incur expenditure as it considers necessary in the
student's best interests. Parents are responsible for any medical costs for such treatment or advice for any such
injuries.

Ambulance Cover

All students at Silkwood are covered for ambulance fees during their time at the school, on excursions and camps. If
a serious accident should occur, the student will be transported to the nearest hospital by ambulance. Parents will
be called as soon as we are able. Attending to the student will be our priority.

Anaphylactic/Life-Threatening Medical Conditions

Emergency Health Care Plans are generated for students who may require medication or actions for medical
conditions such as epilepsy, haemophilia, diabetes, anaphylaxis or severe allergic reactions. A doctor’s letter is
required outlining the medical condition and any specific actions that may need to be taken. From that information,
an Emergency Health Care Plan will be drawn up and signed by a parent or guardian to confirm that the details are
correct. This plan will be attached to your child’s school records. Parents and guardians will also need to provide this
information again when their child attends school excursions or camps. In addition, the school must be notified if
there are any changes in the management of a student’s condition.

ALL medications that are required during school hours must be listed on the ‘Update Student Details Form’ on the
Parent Portal.

In the case of anaphylactic students, parents are required to provide documentation and medication from their
Doctor/Allergist (ASCIA form) and medication clearly labelled by a pharmacist. Each student at risk of anaphylaxis is
required to have a management plan developed in consultation with the parents, guardians, and medical
practitioner. Prevention strategies for each student at risk of anaphylaxis must be developed for both in school and
out of school settings.
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Allergy Awareness

Silkwood School is a Nut Aware School. The school's position is not to guarantee a completely allergen-free
environment but rather to minimise the risk of exposure, encourage self-responsibility, and plan for an effective
response to possible emergencies. The School’s Allergy Management Policy takes a whole school approach to the
health care and management of those members of the school community suffering from specific allergies. Please
contact the school office to view a full copy of the School’s Allergy Management Policy.

Asthma & Asthma Medications
Parents are required to upload a copy of an Asthma Action Plan, completed by a doctor, to the Parent Portal via the
‘Update Student Details Form’.

The school requires that parents supply asthma medication (e.g. inhalers, spacers etc.), that they have not expired
and that a pharmacist clearly labels them.

MIDDLE AND SENIOR SCHOOL STUDENTS are permitted to carry their own inhalers and administer them according
to the Asthma Action Plan that their doctor provides. A copy is to be handed to the School Office. In addition,
Emergency Health Care Plans will be generated for students who may require additional medication or actions in
cases of acute asthma.

(refer to Appendix 3 for more information)

Medications at School (refer to Appendix 3 for more information)

The school is very conscious of its responsibilities when a student requires medication. Therefore, in accordance
with legal and safety requirements, students are not permitted to keep medicine on their person or in their locker
or bag, nor are they permitted to administer any medication to other students.

Medication refers to any prescription medications, over the counter medication or naturopathic supplements.
Parents and guardians undertake the following concerning the administration of medication and/or management of
health concerns:

e Medication is to be provided in the original container with a pharmacist dispensing label attached clearly
stating the student’s name, name of the medication, dose, and time to be administered. It is also necessary
to complete a Student Update Details Form on the Parent Portal. The medication is then to be handed to
the School Office. They will be held in the locked first aid cabinet available for use by your child under the
supervision of the First Aid attendant.

e Notify the School in writing when a change of dose is required. This instruction is to be accompanied by a
letter from a medical practitioner or an updated pharmacy label.

e  Ensure the medication is not out of date.

e Self-medication is not permitted. On occasion, there may be special circumstances for an exception to this
rule, and it would require the permission of parents/guardians.

e Advise the School in writing and collect the medication when it is no longer required atschool.

The First Aid attendant will not administer analgesic medication to a student without prior permission in writing on
the ‘Update Student Details Form’ from parents/guardians.

Parents can collect medications that reach the expiration date. At the end of the term, all expired medications will
be discarded. If you have any queries regarding medications or procedures, please contact the School Office.

Medications on School Camp

e  Parents are required to complete an ‘Update Student Details Form’ on the Parent Portal for any
prescription medications, over the counter medication, or naturopathic supplements to be dispensed to
students during a schoolcamp.

e  Medication is to be provided in the original container with Pharmacist dispensing label attached; clearly
stating the student’s name, name of the medication, dose and time to be administered. The medication is
to be handed to the School Office at least two days before the student departs for school camp.

e Ensure the medication is not out of date.
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e  Parents (not students) are responsible for collecting all medications from the School Office following a
camp. Medications not collected one week after the camp will be disposed of.

General Wellbeing
Students should not be sent to school when they are unwell or within 24 hours of fever, vomiting or diarrhoea. If
this occurs, students will be sent home.

Infectious Diseases

Following the Department of Health guidelines, children suffering from an infectious illness must remain at home
until the contagious period is over, and they have fully recovered. Parents are asked to notify the school
immediately a child contracts an infectious illness. Children are not permitted to be at School with any of the
following:

e Vomiting (in the previous 24 hours)

e Measles

e  High temperature (in the previous 24 hours)
e Chicken Pox

e  Mumps

e  Persistent coughing

e  German Measles

e Impetigo (school sores)

e Diarrhoea (in the previous 24 hours)

e  Conjunctivitis

e Head Lice

e Any additional infectious ilinesses as advised by Government and Health Departments

A full list of ‘Conditions Requiring Exclusion” can be found in Appendix 2.

Vaccinations

At Silkwood, it is the right and responsibility of the parent to make decisions regarding the vaccination of their child,
and we are respectful of individual decisions. However, the School also seeks respect for decisions it makes to
protect the health of others. Silkwood will:

e Follow the directions given by Government Health Authorities in relation to any outbreaks that may affect
our school community or at the school, which may include excluding unvaccinated students from attending
school for a period to protect their health.

e  Follow the guidelines in relation to vaccination set out by the Government in our funding agreements.

e Notify parents of known outbreaks of disease in the school or general community that may affect their
child’s health.

e Where school-based vaccination programs are run by government health departments:

o Inform parents when the program is being run;

o Liaise with the department in relation to an appropriate venue for the program for parents at the
school who may want this service;

o Liaise with the department in relation to the return of consent or other forms signed by parents;

o Liaise with the department and parents in relation to release times from school that may be
required to allow for vaccinations.

The school does not involve itself in matters related to child vaccinations and holds no responsibility for:
e Endorsing or opposing any vaccinations or vaccination programs.
e  Providing guidance to parents or children concerning vaccinations. It is entirely the responsibility of
parents to conduct their own research and make informed decisions regarding this matter.

Head Lice

School policy requires that children be kept away from school until their hair has been effectively treated and they

are cleared of lice. Please notify the school if your child has head lice. Should the School suspect a student has head
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lice, a parent, guardian, or listed emergency contact will be notified to arrange transport home. Information on the
treatment of head lice is available from the office.

Dental Service

Queensland Health (Gold Coast District) provides the Child and Adolescent Oral Health Service offering treatment to
children from four years of age through to the completion of Year 10. The team providing this service consists of a
Dentist, Oral Health Specialist, Dental Therapists and Dental Assistants. All Dental operators are registered health
practitioners working under the direction of a dentist who will perform most of the dental procedures.

If you wish to access a dental van or require emergency services or pain relief for your child, please phone Oral
Health Call Centre on 1300 300 850, Monday to Friday 8.00 am - 4.30 pm, excluding public holidays.

Sun Safety & Care
Silkwood recognises the need for children and School Team Members to be safe whilst in the sun. Therefore, the
Sun Care policy applies during all seasons and temperatures, during sunny and cloudy weather.

Therefore:
o All students must wear hats whilst outside during school activities;
o Sunscreen will be available at the office for student use atany time.

Learning Enrichment & Behaviour Support

Research is clear that the early intervention and detection for a child with learning or behaviour challenges is
imperative to easing their stress in the learning environment and finding the most successful path for their personal
learning journey.

When a student has been identified as having challenges, a meeting with the family is arranged. At this meeting, we
will seek support in moving forward with professional support to gain a clearer picture and understanding of why
the student is having challenges. Although qualified to identify challenges, Advisors are not trained in diagnosing
specific challenges; this needs to be done by a qualified professional in Educational Psychology.

The school has an Educational Psychologist to help with this process that we offer at a subsidised rate to our
families. We also work closely with Occupational Therapists and Speech Pathologists who can assist in assessing
needs.

Learning Enrichment and Behaviour Support — Parent Involvement
We respect that this can be a very emotional process for families, and we do our utmost to support everyone
involved as we go through this journey.

The school’s intention for seeking professional assessment and support is always to uncover why the young person
is having challenges so we can develop the best way to progress their learning. Our most successful partnerships
with families happen when professional support is seen in this light rather than the school seeking to find a label for
the child.

Asking families to engage in this process is something we do not take lightly. We ask our Advisors to be professional,
respectful, direct and honest and explain clearly why and what they need from you to help. We ask parents to
behave in the same manner and support our Learning Team by complying with any reasonable request. This will
enable us to support your child’s personalised learning journey at Silkwood.

Unfortunately, the Education Department does not fund the cost of professional assessments for students in private
schools. To minimise the costs to families, the school has contracted professionals to assist with these assessments
at subsidised rates where possible. In addition to this, families can apply directly to their local doctor for what is
referred to as a Mental Health Care Plan, which will enable them to access up to 10 sessions of allied health
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professional support via the Medicare system. This will make accessing assistance more affordable and help cover
some of the costs incurred should ongoing therapeutic support be required.

Applying for funding for students with learning needs
At all times, the school will seek funding from government agencies to support the costs and the extra time
required by our learning team to support students with more challenging needs.

Access to this funding enables the provision of appropriate levels of support for student’s personalised learning needs.
Advisors and the Student Support team work in partnership with families to ensure student needs are adequately
identified and appropriate levels of adjustment and support are documented in conjunction with their Individual
learning plan. This process can be lengthy and often requires professional reports to confirm specific learning needs.

Every year all schools in Australia participate in the Nationally Consistent Collect of Data and the information reported
assists schools to formally recognise the supports and adjustments provided to students with identified learning
needs. Based on the data reported the school receives funding allocations from relevant government agencies.

The amount of funding received varies based on the level of adjustment and support required; therefore, this funding
is used firstly to cover the costs of the additional time needed by the Teaching Team to plan and support the student’s
specific needs. These costs are a priority which unfortunately means there is rarely enough to cover additional needs
the student may have for professional support, i.e., speech therapy, physiotherapy or other treatments. Therefore,
families need to be prepared to cover these costs if their child needs them. Depending on eligibility, parents may be
able to apply to relevant agencies for NDIS funding and the school team can assist by writing a letter of functioning.

The Learning Enrichment Team closely monitors all funded students, and meetings are held throughout the year to
discuss their progress.

How students with additional learning needs are supported at Silkwood
The Silkwood Way approach and lower student/Advisor ratio naturally provide a higher level of support for all our
students.

Advisors provide a range of learning experiences appropriate to the needs of all students in their lessons. These
include:

e Co-operative group work;

e Differentiating the curriculum/three windows;

e Grouping, e.g., whole class, small groups, and individual activities;

e Individual learning programs (ILPs) which include strategies to modify tasks and resources

e Modification of printed material or tasks;

e  Peer tutoring;

e Planning a diverse range of activities;

e Rotational teaching;

e Simplifying instructions;

e Using open-ended questions;

e Varying mode of presentation/catering to different learning styles.

Should a student require additional support, our Advisors work alongside a Student Support Co-ordinator and
Learning Enrichment Leader, who provide specialised learning and behaviour advice for students with challenges.

Additional support may include:

e Moving to a smaller student/Advisor ratio learning Advisory;

e [T assistive technology applications. Research shows these can be a very successful learning tool for
students with specific learning challenges;

e Developing an Individual Behavioural Plan (IBP);

e A specific and targeted social skills program;

e  One-on-one work with an Advisor on targeted programs.
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Students who require a more specialised learning environment to meet their needs will enter into our smaller
advisories to support their alternative pathway requirements. These have a reduced ratio of 1 Advisor: 10 students
and are staffed by an experienced Advisor specialised in supporting students with diverse learning needs. Students in
these advisories negotiate involvement in their year level cohort activities, camps and excursions, as part of their
Personal Learning Plan or may have a modified learning plan to support their needs.

Learning in the Silkwood Way and Student Culture
Student Behavioural Philosophy

Student behaviour development is an essential part of developing a healthy learning culture.
Our vision for student behaviour is:

To support young people to become responsible managers of their behaviour by
developing emotional intelligence by enhancing :

, Mature communication
An understanding of respect for self, others and behaviour

their impact and their world responses

We see this as the gateway to living a mature and empowered life and thriving in our 21
century world - so we want this for every student at Silkwood.

To achieve this, we approach behaviour development as an integral part of the learning journey at Silkwood. Just as
students set goals around reading, writing and math, they also set goals to develop the personal skills they need for:

Healthy Thinking PositiveHabits Engagement with Connecting with

their learning Others

As such, behavioural development is a part of every student’s learning journey at Silkwood and is included in a
student's individual learning plan (ILP).
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We support students to achieve these goals through their advisory program by helping students
to develop:

Selfmanagement strategies

Restorative action-repairing
and restoring trust

Habits of Minds
Reflective practices

accepting feedback
A growth mindset

Collaborative processes to create sa
leaming communities

Healthy ways to care for
their mind and body

This allows for both an individual student and a group Advisory focus to support behaviour improvement and
culture development.

Supporting Strategies

To support this, we:

Place the student and their learning plan at the
cenfre of all behaviour discussions

Have dedicated Student Wellbeing Centres with
specialist Wellbeing Advisors
Use student values and guiding principles to

define behaviour expectations Use ageappropriate reflective processes to help

students understand the impact of their behaviot
Dedicate leamning time to personal and social
development —Discovery learning Minimise rules and consequences to only those

absolutely needed for compliance and safety.
Establish consistent classroom strategies to

enable student seHmanagement and reflection Use case management for students whose

behaviour is high risk and develop an IBP
Dig deep to discover ‘why’ a studentis

reacting in a certain way Use specialist and professional input where

needed
Use restorative processes when things go

wrong

Working in Partnership
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This requires an attitude of partnership and shared responsibility between
the school team, student and their family - the cornerstone to succeeding
with our learning culture and vision for student behaviour.

Our working in partnership approach is fostered by every school team

member with our students and families. Our onboarding into The Silkwood
Way processes support this.

Our Difference

This philosophy is a deliberate move away from traditional behaviour

approaches that use teacher-focused classroom management strategies, rules, punishment and rewards to manage
student behaviour. This approach messages to students - ‘we’ (the adults) are in control and in charge of your
behaviour.

Although this can bring some consistency and comfort it also:

Separates behaviour from the
learning program

Minimises opportunity for
individualisation of response

Deliverslow behaviouralchange

But most importantly — it delivers an exhausting system where an endless amount of teaching time is given over to
managing student behaviour rather than focussing on learning. A system where both students and teachers are at
risk of becoming victims of disengagement from learning.

Learning in ‘The Silkwood Way’, although there is still a need for safety, rules and quality
classroom management strategies, focuses most of the time on:
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Helpinga Studentdiscover‘what’ they need
to changewith their ‘/feamingplari to increase
engagemenin theirleaming

And developing a supportive learning culture
within the advisory class.

Summing this up, combining our Authoritative approach, Restorative Practices, and a Tiered Continuum of support
provides a powerful combination that underpins our philosophy and facilitates a significant shift from focussing on
teacher management and support to student learning.

The below diagram sums up our difference:

Traditional Silkwood

VS

Approach Approach

School and rules violated People and reiationships

violated
Justice focuses on Justice identifies needs
establishing guilt and obligations
Accountability = Accountability =
punishment understanding impact
Justice directed at offender, Offender, victim and school have
while victim is ignored direct roles in justice process
Rules & intent outweigh whether Offender is responsible for harmful
the outcome is positive/negative behaviour and reparation
No opportunity for Opportunity given for amends &
remorse or amends expression of remorse

Rules, Bullying and Child Protection
This does not mean we don’t have rules. Rules are a healthy and important part of living in any community. What it

means is that our school rules are minimised to only those which are absolutely needed for compliance, safety and
the smooth running of the operations.
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These rules are carefully considered by the Leadership Team to ensure they are:

Necessary for Safety or Compliance

Needed for the smooth operation of campus

Age Appropriate and reasonable for every
student to abide by

The objective is to have a small, developmentally appropriate set of rules we ask all students to abide by. These
rules are published in the family, student, and team guidebooks.

At the start of the year, in the year-level town halls — Advisors engage students in a process that helps them
understand:

l l

‘What' the
Consequences are

l

‘WHAT' the Rules
Are

‘WHY’ they are in

Place
for Breaches.

Students are then asked for their commitment to upholding these rules.

During this process, students are allowed to express how they feel about the rules and offer suggestions for
changes. These changes are then given consideration by the Leadership Team and the final rules are confirmed.
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These Rules are then broken down into two categories:

o R

—.

Safety and
Compliance Rules

Operational
Expectations

Safety and Compliance Rules

These are rules that if breached, cause harm and/or have serious impact on:

Self Others Property ~ Organisation

For this reason, it is only a small set, and due to the seriousness if breached, consequences are clear and non-
negotiable.

Should a student breach a safety or compliance rule, their learning program will be redirected to our distance
learning program until such time as the school determines:

e That the student is no longer a safety threat to others or the organisation
e And they can be successfully integrated back into an on-campus learning program.

In these situations, the student and their family work with the Distance Education Team and HOS to determine an
appropriate re-engagement plan.
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The following table outlines rules within the safety and compliance category.

Safety and Compliance Rules

Harm to Others Students, whilst at school or attending to their schoolwork, are not to:

e Physically touch another in a way that causes distress or harm.

e Continually harass, tease, annoy, or disrupt the learning of others.

e Actin ways that could or are intended to cause distress or harm to
others.

e Take a photo of a school member without permission.

e Post harmful social media posts or messages, videos or memes
about any school community member.

See Child Protection and Anti-Bullying Policies for further detail

Community Spaces and While at school or attending to their schoolwork, students must follow
Workplaces the rules set out by the communities they engage with. This includes
road rules, rules at parks, workplaces, or activity providers. It also
includes shared learning spaces such as quiet rooms, technical
workspaces, makerspaces within the school buildings.

Inappropriate Language While at school or representing the school in the community, students
should not use words or discriminatory language that can cause distress
or harm to others or put the school's reputation at risk.

Destruction of Property If a student damages property deliberately or through carelessness, they
will cover the cost of repairs or replacement of the property. In instances
where significant intentional destruction has occurred, the matter will be
referred to the Police, and the student's enrolment will be cancelled.

Alcohol, drugs, cigarettes, Students are not to engage in illegal activities whilst attending activities
vaping and illegal activities |in the school program or their learning plan.

Student Guiding Principles and Expectations
For all other behaviours, we work with guiding principles and expectations.

While rules are specificand have consequences, guiding principles are more open. A rule says 'you can't do this' and' if
you do this, X-Y-Z happens' —a principle says this is how we are expected to behave, what do you need to do to
make this happen.

As such, principles are used very differently than rules — they are used to engage students in their responsibilities to
be members of their learning community. The focus here is using the principles to support students in making
choices that are good and right for themselves and others.

The discussion that arises between the student, Advisor, and, if appropriate, the advisory class when the principles
are not being honoured is most important.

The following are our Student Guiding Principles and the expectations for these. At the start of every year, we hold
a town hall process for the Senior School Advisors to review with the students and come up with the agreed
principles —so they can and do change in response to student engagement — so they are always reflective of what
the learning community want.
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The following are our current guiding principles:

Value — COURAGEQOUSLY LEARNING
Guiding Principles

e We focus on progressing our learning goals.

o We 'speak up', encouraging others to follow our values
e We challenge ourselves to try new things and give things a go.
e We ask for help when we need it.

o We take responsibility and reflect on our actions.

Value — BEING CONNECTED
Guiding Principles

o We work together to find solutions to challenges.

e We listen to understand.
o We find ways to give back and help communities.
e We show care for other's feelings, thoughts and differences.

Value — LIVING RESPECTFULLY
Guiding Principles

e We communicate, ask questions and challenge respectfully.
e We are honest with ourselves and others.
e We resolve our conflicts with honesty and empathy.

e We keep our environment safe, focussed and well cared for.

Value — THINKING INNOVATIVELY
Guiding Principles

e We stay open-minded and approach situations with curiosity.
e We seek out better ways to do things.

We are flexible and see mistakes as learning opportunities.
We dream big and look for opportunities everywhere we go.

Processes for Behaviour Challenges

The following are the processes we use to support students with strategies to re-engage them back with their
learning depending on the level of behaviour — the first two are used for guiding principle disengagement, and the
third for safety rule breaches.

STEP 1:

In every case, unless the student’s enrolment is cancelled or it is deemed to place one of the parties in danger or
harm, a restorative conversation with students who are negatively impacted by another student's behaviour must
be set up. This is organised and led by the Advisor or Student Wellbeing Advisor.

Follow the processes below for specific behaviours:
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LEVEL 1:

e Incomplete work - missed deadlines*™

e Poor work quality
e Disruptive, distracted behaviours

e  Operational rule breach that is serious (re: phones, dress code, out of bounds, break times)

e Ignoring directions

Step 1

Step 2

Step 3

Advisor/student 1 :1 talk

Advisor/student add goals for
changeto | LP

Advisor/student/parent/carer/
Wellbeing Advisor OR Head of School
meeting

Advisor feedback to the student
about the impact of the behaviour
and what they can do to change.

*In the case of Year 12, if a missed
deadline means failing a subject, this
will impact student QCE, leading to a
meeting with the Advisor, student,

parent, and Head of School

Informal re-engagement of
learning discussion with the
student and Advisor- notes taken,
goals, such as better time
management, added to ILP.
Discuss guiding principles and
support strategies, re-set and -re-
enter class;

Formal re-engagement of learning
meeting with the student, Advisor,
Wellbeing Advisor, Student Support
Coordinator or Learning Enrichment
Leader, and parents/carers to
develop a re-engagement plan.

LEVEL 2:

e Ongoing level 1 behaviours that disrupt learning or the student's progress

e Showing no commitment to change to support guiding principles

e Repeated operational breach

Step 1

Step 2

Step 3

Formal re-engagement of learning
meeting with the student, Advisor,
student support coordinator (SSC),
parents/carers to review progress
on a re- engagement plan.

Meeting with Advisor, student,
family and Student Support Co-
ordinator, to review progress
and changes to re-engagement
plan.

Cancellation of enrolment if no
behaviour change (after ample time
has been given for support to take
effect and a number of review
meetings have been undertaken).

During Steps 2-3, we may work with the family to explore underlying
health or learning challenges and additional therapeutic input. We allow
time for this to take effect within our review process.

LEVEL 3: These are high-level incidents resulting in immediate removal from class or school for safety reasons

due to harm caused to someone, property or an illegal act.

e Breaches to safety rules;

e Discrimination and bullying as per anti-bullying policy;

e  Cyberbullying (e.g. taking photos without permission, posting harmful messages, videos or memes),

other serious ICT breaches as per policy;

e  Possession of cigarettes, e-cigarettes, vapes, drugs and alcohol;
e  Bringing Silkwood School into disrepute;

e Damage to school reputation;

e  Association with peers engaging in any of the above scenarios.

Exclusion

With a breach of safety rules, the student will be temporarily excluded from
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the learning environment to give the school and student time to consider
changes needed. Changes are then worked on in collaboration with the
school, parents/ guardian, and student (if age-appropriate) before the

student re-enters the learning environment.

The school reserves the right to exclude a student for inappropriate
behaviour by cancelling the student's enrolment. If exclusion is determined,

the parent/guardian will be notified in writing.

home (not suspension). This
allows defusing of immediate
danger and time for the
school to investigate
thoroughly.

The incident and initial
investigation may warrant
immediate formal
suspension or exclusion in
some cases.

Step 1 Step 2 Step 3 Step 4

The Student Support While at home, the A formal meeting takes Consequence,
Coordinator or Learning student completes the place with the student, support
Enrichment Leader arranges for safety breach processes parents, and Learning plan or enrolment
the student to be collected by in preparation for a Enrichment Leader to review and
parents/carers to work from formal meeting. outline the school's cancellation

investigation and hear the
student's account.

If a support planis
required, it moves to
a level 2 process.

We may work with
the family to explore
underlying health or
learning challenges
and additional
therapeutic

input.

Operational Expectations

These are expectations we set out in relation to safety and compliance around the operations of the school. These
expectations differ from safety and compliance rules in the following ways:

e  Unlikely to cause serious harm
e Are needed for the safe management and function of the learning and school spaces

These expectations reflect both organisational compliance needs and the operational needs of a particular campus,
for this reason they look different in every campus or learning community.

They are reviewed annually by the school leadership team.

The consequences and responses to these breaches are flexible and determined by looking at
the impact on the student’s learning and others. Responses may include some or all the

following:

e  Modifications to their learning program or goals;
e Changes to the advisory program;

e Home or distance learning;

e |BP (individual behaviour plan) attached to their ILP;
e A case management approach to support students with making the changes they need to their behaviour.

The following table outlines what operational expectations generally look like. Each campus will have their own set
outlined in their handbook that follows this format.

Operational Expectations
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ICT Use e  Mobile phones are to be on silent and stowed away while in meetings or
during class talks.

e  While at school or attending to their schoolwork, students are not to access
content that is considered inappropriate to school learning.

Dress Code The dress code is to be followed.

Out of Bounds Area Students, whilst at school, unless with a supervising adult or with permission, are

to stay out of:

e  Staffrooms/offices/Advisor desks.

e Stairwells and lifts except in transit (not a hang-out place).

e (Classroom before/after school and break times unless with Advisor
permission and supervision.

e Driveway and carpark except when commuting in/out.

Personal Space \We encourage all students to understand the expectations around personal
space:
e Hands to yourself (unless contact is specified in an activity such as sport
or drama).

e Respectful interactions (no verbal, physical or sexual harassment).
e Relationship intimacy is to be kept to outside of school time.
e School/Workplace appropriate, professional conduct.

The Silkwood Way Collaborative, Restorative and Reflective Practices

Silkwood utilises collaborative, restorative and reflective practices to support the development of social-emotional
competence, allowing for student voice in repairing harm and encouraging personal reflection, accountability and
responsibility.

Across every campus and school, we have some standard processes that we use to help resolve conflict, improve
collaboration and self-reflection:

6 6

Restorative Peer to Peer Student-Lead Reflective
Practice Restorative Processes Toolkit
Circles

What happens if a student behaves inappropriately or breaks a rule?

When students do not respond to classroom strategies and disrupt themselves and others, Silkwood begins a
collaborative and restorative behaviour approach that aims to support students in being more engaged and
responsible for modifying their own behaviour.

Facilitators of restorative processes will meet with all parties separately (students, parents, and anyone involved in
the incident) before deciding how and when to implement a restorative conference.
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For it to be successful, time and space may be needed after the incident, and the students involved may need help
working through their emotions and thoughts before the conferencing begins.

Participating in restorative resolution as a community member at Silkwood is an expected commitment. We only
steer away from this practice if the matter places one of the parties in danger or harm.

Suspension

Any serious breach of behaviour that involves student safety or repeated disruption to the learning environment, the
student will be suspended from the advisory to give the School time to investigate and the student time to reflect on
what happened, the impact of their behaviour and the changes needed. Should the school call to request collection
in such a situation, we would ask families to do so promptly. These requests are not made lightly, and during this
time, the school team investigates and identifies any behavioural supports that may be required as part of the
student’s learning plan. Changes are then worked on in collaboration with the School, parents/guardian, and student
(if age-appropriate) before the student re-enters the learning environment.

Exclusion
The school reserves the right to exclude a student for inappropriate behaviour at any time. If exclusion is
determined, the parent or guardian will be notified in writing.

Community Guidelines

What people say and do around our students' matters. We aim for students to feel that they matter and are
capable, can self-manage, and are safe and valued. Likewise, how the adults in our school community behave with
one another matters. We aim for everyone to be treated respectfully and work together with empathy and
understanding. This creates the culture from which The Silkwood Way can flourish.

To support this, we have established The Silkwood Way commitment and several guidelines and rules to outline
expectations for community engagement. They all start from the premise:

“We willingly work in partnership to enhance the learning possibilities for our students”.

Guidelines when around our students:
e  Be a positive role model;
e Speak in an encouraging, positive manner and age-appropriate ways;
e Listen actively to students and offer empathy, support and guidance where needed;
e Regard all students equally and with respect and dignity;
o Allow students to find their own answers —seek first to find ways to encourage self-discovery and self-
management before telling;
e Leave adult conversations to private time away from the students;
e  Establish appropriate boundaries; being friendly is expected however, friending isinappropriate;
e We leave the discipline of students to the School Team.

Guidelines for our community:
e We honour The Silkwood Way commitment;
e We work with an open mind to find positive pathways to support each other;
e We communicate respectfully about and to each other (including online and in public forums);
e We are proactive in seeking resolutions to our challenges;
e We support and encourage student self-management;
e We prioritise our commitments in the student learning cycle;
e We respect the Teaching Team as professional educators, they are best placed to make educational
decisions for their students in alignment with The Silkwood Way;
e We are respectful of cultural and personal differences;
e We accept any reasonable decisions/directions asked by the School Team.
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Guidelines for school events:
The students and Team of Silkwood put in a lot of preparation for school events. It is important that the parent
community supports the spirit of these times by following these guidelines:
e  Children not under the direct supervision of the Teaching Team are to remain with their parent/guardian;
e Having personal conversations during performances or school events is distracting. If you need to chat,
remove yourself, and have your discussion elsewhere;
e If you bring other children with you, we would appreciate it if you temporarily leave the performance area
to settle them if they become upset;
e The stage or performance area is strictly out of bounds for non-performingstudents;
e School policies apply to the school children of Silkkwood at these times;
e If you require assistance or help during the event, approach a School Team Member;
e Alcohol, drugs and tobacco, vaping are banned at student events;
e Please follow the directions of the School Team.

Community Rules
In every community, there must be clear rules to ensure the safety of everyone. These are not guidelines; they are
non-negotiable and therefore are expected to be followed by everyone.
e No smoking, vaping, drinking alcohol (unless at an authorised school child and student-free event) or using
drugs on school grounds or at school events;
e  Report any illegal activity to a School Team Member;
e Report to the CEQ, School Principal or Head of School any instance where you either become aware or

reasonably suspect harm to a student has occurred, or there is a risk of it occurring. (see the Child

Protection Policy for more details);

e If volunteering in a class or on an excursion, please do not bring other children;

e Leave references to television, media, computer games and radio music from conversations with and
around younger students. Many families select Silkwood to minimise these influences;

e Turn your mobile phone off and leave it in your bag when working with students;

e Any reasonable decisions/directions asked by a School Team Member is to be followed.

Drugs, Alcohol, Tobacco & Vaping

Silkwood School is a child-centred space. For this reason, the school is a drug, tobacco and vape-free environment
and limits the use of alcohol to approved adult-only events. A student involved in the use or supply of drugs,
alcohol, cigarettes or vapes on the school grounds or during school activities or excursions or coming onto the
school grounds whilst under the influence of drugs or alcohol will be immediately excluded without recourse.

In all circumstances, the appropriate authorities (such as the Police or Child Welfare Office) and parents or
guardians of the student(s) will be informed.

Child Protection and Anti-Bullying Procedures and Policies
The school has a legal obligation to respond to child protection and bullying matters in a specific way.

Bullying

We clearly state that bullying claims are regarded as a level three safety breach. This reflects our strong
commitment to maintaining a safe and respectful learning environment. We treat such allegations with the utmost
seriousness, and they prompt an immediate and thorough investigation. Our response includes appropriate
disciplinary actions and support measures for both the victim and the perpetrator, ensuring that our school remains
a safe and nurturing place for all students. Families are encouraged to report any concerns about bullying directly to
school staff, as we work together to uphold our core values of respect, safety, and responsibility.’

Definition of Bullying

Bullying is defined as the repeated and intentional behaviour by an individual or group to cause physical, social, or
psychological harm to another person or group. This behaviour is characterised by an imbalance of power between
the bully and the victim and can manifest in various forms such as verbal abuse, physical assault, social exclusion,
and the spreading of misinformation or rumours.
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The following are our policies on these: Link to policies

Through their induction and ongoing training, all team members are instructed on these policies so they know their
obligations and responsibilities.

Silkwood recognises that protecting students from harm and the risk of harm is fundamental to maximising their
personal and educational potential. The welfare and best interests of the students within our school will always be
the primary consideration. The school will respond to any report of suspected or actual harm or risk of harm to a
student using the processes outlined in the school's child protection policy.

Should a student be identified as being in danger the school and its team members are required to follow the steps
are outlined in the school's Child Protection Policy.

Pastoral Care & Student Welfare
At Silkwood, pastoral care and student welfare begin with our Vision:

Empowering young people to be inspired, get connected and make a difference.

Each young person’s wellbeing and emotional development are central to this journey. Our learning approach, The
Silkwood Way, has been designed to inherently speak to and affirm the student and create a caring, engaging
learning environment.

Specifically, the following parts of the design support this:
e  Our Advisory approach;
e The student’s Personal Learning Profile (PLP)
e The Discovery Learning Frame;
e Student behaviour philosophy;
e Learning how to learn (one of our learning principles)

These can be read in detail on the school website and the school’s behaviour policy which can be obtained from the
school office.

To support these approaches, the Teaching and Learning Leadership Team are trained in student wellbeing,
managing child protection issues, and dealing with challenging behaviour.

Across the School, we have Learning Enrichment Leaders Student Support and Wellbeing Coordinators. These
people work alongside the Advisors to support our students and families when wellbeing matters arise. If required,
they seek appropriate professional support for the school, family, or student.

All these things work together to create a school culture that is learning, growing, and caring.

Rationale for high-level incidents resulting in immediate removal from the school environment
e Safety assessments must be made quickly;
e Allinvolved need to be calmed, returned to safety with family, and the situation defused;
e We seek to minimise the impact on witnesses, other students, Team Members and community members;
e We need to allow students cool-down and processing time before they can reflect and grow from the
experience, and this is best done with family support.

Considering the complexities of dealing with incidents arising in the community and the desire to take a restorative
approach that grows student capacity and success in conflict resolution and problem-solving, we must work through
a process to ensure procedural fairness and positive outcomes for all involved. Time away from school and peers to
reflect and calm down is integral to this approach.

When high-level incidents occur, there is an impact on the community:
e Students involved may have hurt themselves or others physically or psychologically;
e Staff may feel unsafe in their workplace;
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e  Other students and parents hearing of the incident feel unsafe and concerned about how the School will
act to address the incident and maintain/reinstate safety;

e Harmis also caused to the school reputation. This is of particular concern for Silkwood School as we rely
heavily on community support to take on our students for internships and traineeships.

Students involved in the incident and who may be responsible for poor behaviour choices will naturally feel anxious
about ‘punishment’. Because of this fear, they may deny their involvement to protect themselves, often enrolling
their parents in this denial. This can be very convincing to parents who naturally want to believe their child has done
no wrong; we ask parents to respect the integrity of School Team Members who have witnessed and acted upon
the incident within professional requirements.

Students also worry about losing friendships if they admit to behaviour implicating their friends. Friendship is the
most important thing to an adolescent, and it is common for adolescents to hide and deny facts in order toprotect
their friends. Parents can assist their child to understand that honesty about involvement in an incident can lead to
a better outcome where we find out the real issue behind the behaviour and put a new learning plan in place to
improve the student’s Silkwood journey.

When the reported incidents are investigated and found to be valid, with witness statements, there is harm around
reputation and trust involving those concerned and how the incident impacted those involved
physically/psychologically. Usually, where a student has made poor choices in behaviour, this is a symptom of a
more significant issue that the student and/or family needs help with, so we do not see the situation as purely being
aggressor vs. victim. There may be a consequence for wrongdoing, but a plan for support to help the student move
on from this will also be put in place.

Silkwood School is an alcohol, drug, vaping and smoke-free zone. Therefore, immediate expulsion will

result for students who bring these to school or school events/excursions.

Community Engagement

Silkwood Community Care Association (SCCA)

The school has an established parents and friends group called the Silkwood Community Care Association, a non-
profit group that has the following vision and aims:

SCCA VISION:

To create opportunities for families to connect, belong and engage with The Silkwood Way.

SCCA AIMS:
Working in partnership to build a vibrant school community through:
e  Strengthening connections;
e Making meaningful contributions;
e  Facilitating parent and carer education;
e Communicating respectfully;

For the growth and wellbeing of our children, in support of the ten Silkwood aims.

This group has an executive committee that meets regularly and welcomes new parents joining. More information
is available on our website; please contact the committee or school office for more details.

Class Carers

Class Carers help support the emotional wellbeing of the Silkwood community by nurturing a sense of belonging
and family within the school. Class Carers:
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e Welcome new families and arrange appropriate introductions with other families.
e (Coordinate social events for parents/families outside of school.

e Support the year level Advisors when and if required.

e Organise combined gifts for the Advisor/s.

New Family Morning/Afternoon Teas
In Term 1, the school holds a morning tea to welcome all new families. Details of these events are emailed to new
families before the beginning of Term 1.

The Digital World at Silkwood

Social Media & Our School Community

Silkwood School recognises the importance of Advisors, students and parents engaging, collaborating, learning and
sharing through social media applications. These applications include, but are not limited to, Facebook, Twitter,
Instagram, Blogs, and other online tools through which people connect and share information.

School community members are expected to use social media respectfully and responsibly. Social media should not
be used to insult, present offensive or inappropriate content, or misrepresent Silkwood School or any school
community member.

The Department of Education has developed clear guidelines for parents and carers about using social media in
relation to comments or posts about their school community. For more information, please view Social Media and
the School Community.

Student Social Media Usage

Responsibility and decisions regarding a child’s use of social media lie with parents/guardians. Parents are
responsible for being aware of and informed about their children’s online activity and are proactive in the
supervision and guidance of their children.

The school includes cyber safety awareness within the learning program with guidance from relevant education
authorities.

Parents and students need to be aware that many social media sites have age restrictions that have implications for
their primary aged children, e.g., Facebook, Instagram, YouTube and Gmail are all restricted to those 13 years of age
and above. Therefore, parents need to monitor their children’s online social media activity and read and understand
the terms and conditions of various social media sites and applications their children are interested in using.

Students are not permitted to access social networking sites during the school day without permission from a
member of the School Team, as per the school’s ICT Policy.

Student ICT Usage

Silkwood is committed to the safe and appropriate use of ICT at school. We use the motto ‘At school, it’s a learning
tool” and have designed our policy around safety and this motto. A copy of the Silkwood ICT Policy can be found on
the school’s website, which outlines the responsible use of technology at Silkwood.

Silkwood'’s ICT approach for student learning is outlined in The Silkwood Way Parent Handbook. We recommend that
all parents read both the policy and approach, so they are clear on the expectations for students and learning in
relation to ICT.

All students (and their parents) who use BYOD at Silkwood are asked to sign an ICT agreement. In addition, the
policy and consequences of breaches are outlined. Silkwood is strict with our consequences and will exclude
students who continue to use electronic devices for entertainment or inappropriately at school.

BYOD Program

From Year 4 onwards, students have their own BYOD (Bring Your Own Device). Details on what your child needs will
be sent to you in the Silkwood School BYOD Checklist towards the end of each school year.
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Details can be found on the School website:
Silkwood School BYOD Requirements

Cyber Safety

Each year Brett Lee, a former undercover internet detective in the field of child exploitation, visits Silkwood School
to talk with students, Advisors, and Parents on how we keep our children safe while using the internet. This is an
extremely informative presentation, and we urge all parents and carers to attend.

Administration

Change to Student Details

Itis vitally important for the school to be aware of changes to your family circumstances or change of address, place
of employment, telephone numbers and email address. Therefore, you must advise the school in writing or via the
Parent Portal as soon as these changes apply.

School Transport Assistance Scheme

Parents who transport their children to the school via private motor transport may be eligible for a Conveyance
Allowance from the Queensland Government. Applications and eligibility information is available via the Translink
website, or an application form can be obtained from the school office.

Public Liability Insurance

Silkwood School holds a Public Liability Insurance policy in adherence to regulatory requirements, designed to
ensure the safety of our student community. This policy provides cover for full-time students while engaged in
school or organised sporting activities, providing a layer of protection during school-supervised functions.

It is important to note that this does not constitute general accident insurance for students, but rather addresses
liability in specific, supervised school contexts.

For a clearer understanding of the coverage scope or for any inquiries regarding the Public Liability Insurance, we
encourage parents and guardians to contact the Community Relations Team reception@silkwood.gld.edu.au

Enrolment at Silkwood

Withdrawal of Enrolment
The following applies to families wishing to exit the school or re-enrol into the school.

Exit Procedure

If a parent intends to exit their child or children from the school, they must provide one full term’s notice in writing
by completing an Exit Advice Form, available from the School Office. If one term’s notice is not provided, parents
will be required to pay one full term’s fees and/or forfeit their Enrolment Bond.

Special consideration may be given in rare circumstances; this must be applied in writing to the School Principal.
Should a child be suspended or excluded from school, the current term’s fees remain payable, and the Enrolment
Bond will be forfeited.

Re-enrolment at Silkwood
If you choose to exit your child from Silkwood for reasons that relate to wanting an alternative learning option, re-
enrolment into Silkwood will only be considered after:

e 12 months and/or
e Aformalinterview with the Head of School.

After these conditions have been met, re-entry will be considered based on the student’s current educational levels,

the support they may require, a previous school's behaviour report, and their suitability to re-enter their class and
be a positive influence in their learning community.
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Review of the Parent Handbooks
Every year parents/carers will be sent a link to the updated Parent Handbooks. These form part of your enrolment

contract with Silkwood. Updates of the Parent Handbooks are made per developments in the school. If changes
occur in the school year, notice will be given in our school newsletter.
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Appendix

Appendix 1

Standard Collection Notice

1.

10.

11.

12.

The school collects personal information, including sensitive information about pupil and parents or
guardians before and during a pupil’s enrolment at the school. This may be in writing or during
conversations. The primary purpose of collecting information is to enable the school to provide schooling
to the pupil and to enable them to take part in all the activities of the school.
Some of the information we collect is to satisfy the school’s legal obligations, particularly to enable the
school to discharge its duty of care.
Laws governing or relating to the operation of a school require certain information to be collected and
disclosed. These include relevant Education Acts and Public Health and Child Protection Laws.
Health information about pupils is sensitive information within the terms of the Australian Privacy
Principles under the Privacy Act. We may ask parents/carers to provide medical reports about your child
from time to time.
The school may disclose personal and sensitive information for educational, administrative and support
purposes. This may include to:
a) Other schools and the Learning Advisor/Teacher at those schools
) Government departments (including for policy and funding purposes)
c¢) Medical practitioners
) People providing educational support and health services to the school, including specialist
visiting Learning Advisors, coaches, volunteers and counsellors
e) Providers of learning and assessment tools
f)  Assessment and educational authorities including the Australian Curriculum, Assessment and
Reporting Authority (ACARA) and NAPLAN Test Administration Authorities (who will disclose it to
eh entity that manages the online platform for NAPLAN
g) People providing administrative and financial services to the school
h) Anyone parents/carers authorise the school to disclose information to; and
i) Anyone to whom the school is required or authorised to disclose the information to by law,
including child protection laws.
Personal information collected from pupils is regularly disclosed to their parents or guardians.
The school may use online or ‘cloud’ service provided to store personal information and to provide services
to the school that involve the use of personal information, such as services relating to email, instant
messaging and education and assessment applications. Some limited personal information may also be
provided to these service providers to enable them to authenticate users that access their services. This
personal information may reside on a cloud service provider’s server, which may be situated outside
Australia. Further information about the school’s use of online or ‘cloud’ service providers is contained the
School’s Privacy Policy.
The School’s Privacy Policy sets out how parents or pupils may seek access to personal information
collected about them. However, there will be occasions when access is denied. Such occasions would
include where access would have an unreasonable impact on the privacy of others, where access may
result in a breach of the school’s duty of care to the pupil, or where pupils have provided information in
confidence.
The School’s Privacy Policy also sets out how a complaint may be made about a breach of privacy and how
the school will deal with such a complaint.
As parents/carers may know, the school, from time to time, engages in fundraising activities. Information
received from parents/carers may be used to make an appeal to you. We will not disclose your personal
information to third parties for their own marketing purposes without your consent.
On occasion, information such as academic and sporting achievements, pupil activities and similar news is
published in School newsletters, school website and on our school Facebook pages. Photographs of pupil
activities such as sporting events, school camps, festivals, classroom activities and school excursions may
be taken for publication on these platforms. If parents/carers do not agree to the publication of such
details, parents/carers must advise the school immediately and complete a Non-Publishing Agreement.
We may include pupil’s and pupil’s parents’ contact details in a class contact list. The class contact list is
provided to class families to help nurture an environment of inclusion. The contact list may be used to

O
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assist with some school communications and to help facilitate communication of class social activities. If
parents/carers do not agree to the publication of such details, they must advise the school immediately.

13. If parents/carers provide the School with the personal information of others, such as doctors or emergency
contacts, we encourage them to inform those people that they are disclosing that information to the
School that they can access the information if they wish and that the School does not usually disclose this
information to third parties.

Appendix 2

Exclusion Times for Infectious Childhood Conditions

Some medical conditions require children to be excluded from school or childcare to prevent the spread of
infectious diseases among other children and School Team members, as well as the broader community.
Minimum exclusion periods are recommended under the Public Health Act 2005. Some conditions require
clearance by your doctor or local public health unit before your child can return to school.

Refer to the Timeout Poster listed on the Queensland Health website for exclusion durations.

Appendix 3

Medication Administration at School

The information below provides advice for parents/carers and their child’s health practitioner/s regarding the
documentation required for Silkwood School to safely administer medication to students while they are at school or
in school-related activities.

All medications you provide for the school to administer to your child must be prescribed by a qualified health
professional who is authorised to prescribe medications under the Health (Drugs and Poisons) Regulation 1996
(Qld) e.g. doctor, dentist, optometrist. State schools refer to these professionals as ‘prescribing health practitioners’
(practitioners).

For further information, refer to the Silkwood School Medication Administration Policy and Silkwood Medical Health
Care Plans for High-Risk Students

Information for Parents/Carers
General Requirements

To ensure the safe administration of medication to your child at school, please provide:

1. Consent to Administer Medication Form: This form must be completed for any medication that needs to be
administered during school hours or school-related events.

For Emergency Medications
2. If your child requires emergency medication for conditions such as asthma or anaphylaxis, the following must be
provided:
Asthma Action Plan (if applicable)
Anaphylaxis Action Plan (if applicable)
Written instructions for children with complex health needs
Health Care Plan: Completed and signed by a health practitioner

For 'As-needed' Medications
If your child requires medication on an 'as-needed' basis (not for emergencies), please provide:
e  Medication Order: Completed by your health practitioner for 'as-needed' medications.
e  Health Care Plan: Detailing the student's medical condition, symptoms, and their severity. This is also required for
over-the-counter medications

Medication Packaging

All medication must be provided in its original container, with intact packaging and a current pharmacy label
indicating that it is a prescribed medication.
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NOTE: In alignment with our dedication to minimising the spread of infectious illnesses within
the school community, Silkwood School emphasises the importance of parents/carers
promptly collecting their child from school if they display symptoms of an infectious
condition, including fever. Please be aware that the school adheres to a strict policy against
administering analgesics to manage fever, cold, or flu symptoms. The only exception to this
rule is in specific situations where a student presents with a high temperature (38 degrees or
above) and the parent/carer is unable to collect the child within an hour. In such cases, with
the verbal consent of the parent/carer, the school may consider administering an analgesic.
This measure is taken very cautiously, prioritising the health and safety of the student while
reducing the risk of illness transmission within the school.

Additional Written Information

If the dosage on the pharmacy label changes, a letter from the prescribing health practitioner explaining the
changes must be provided. It's recommended to update the pharmacy label with the new dosage as soon as
possible.

Information for Prescribing Health Practitioners
General Guidelines

Queensland state schools administer medications authorised by qualified health practitioners to support students’
health needs during school hours or school-related activities. The medication should be essential and have clear
administration instructions.

Specific Requirements
1. Emergency Medication
For medications required as an emergency response, please complete:
e Asthma Action Plan (if applicable)
e ASCIA Anaphylaxis Action Plan (if applicable)
2. Insulin
For students with diabetes, the school requires:
e  Medication Order for Insulin: Providing medical authorisation
e Diabetes Management Plan: Developed by the prescribing health practitioner and/or the diabetes treating
team
3. As-needed Medication
For medication taken as needed, clear instructions are required for safe administration by non-medically trained
staff. This includes:
e  Specific Written Instructions: For administration as part of a health procedure
e  Medication Order to Administer ‘As-needed’ Medication at School
4. Overriding Pharmacy Label Instructions
If there's a change in the medication dosage from what is printed on the pharmacy label, please provide:
e Student's Name
e Medication Name
e Dosage Change: Details and implementation date
e  Prescribing Health Practitioner’s Signature: With date and attached evidence of the medical practice (e.g.,
letterhead, stamp, or sticker)

Parents/carers must update the pharmacy label with the new dosage as soon as possible
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Additional Information
For further details, refer to the Silkwood School Medication Administration Policy and Silkwood Medical Health Care

Plans for High-Risk Students. It's crucial to adhere to these guidelines to ensure the safety and well-being of
students requiring medication during school-related activities.

Please ensure all forms and plans are completed thoroughly and accurately to facilitate the safe administration of
medications to your child at Silkwood School.

ADMINISTERING MEDICATION
AT SILKWOOD SCHOOL

EMERGENCY MEDICATION AS-NEEDED MEDICATION

(SHORT-TERM)

HEALTH CARE PLAN & RISK HEALTH CARE PLAN FOR
MINIMISATION PLAN SPECIFIC AILMENTS

E3 Purpose: Immediate response to life- Purpose: Address immediate, non-life-
threatening conditions. threatening conditions.

E3 Examples: Anaphylaxis (EpiPen), asthma Examples: Pain relief for sprains,

: adjustments for braces etc.
(inhalers) etc.

Note: To be administered as-needed,

Ed Note: Staff are trained in recognising based on symptoms and under guidance
symptoms and administering medication from a healthcare professional.
promptly. Emergency response plans are in
place.

SHORT-TERM SCHEDULED MEDICATION

[ Purpose: Treatment of temporary health conditions. Ed Note: To be taken for the duration

ified by the doctor' iption.
I3 Examples: Antibiotics for infections, and other Eﬁiaeleth eb%'u” souc::eoi;ig:?(l::tz (:Ion
rﬁtedicoﬁons prescribed by a doctor for a short-term B ;
iliness.

ONGOING SCHEDULED MEDICATION

HEALTH CARE PLAN

© Note: Administered according
£3 Purpose: Manage ongoing health to the doctor's prescription for
conditions. effectiveness and side effects

£J Examples: ADHD (Ritalin), Diabetes is essential.
management.
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