WELCOME

Dear Parents/Carers and Students,
At the College we offer a broad educational experience that combines academic excellence with our six
College values of respect, heritage, commitment, adaptability, friendship and community.
The aim of this Handbook is to acquaint both parents and students with aspects unique to our College. It
outlines procedures and policies which exist to enable students to develop spiritually, emotionally, physically,
socially and culturally.
Like Saint Norbert, who was “Prepared for all good works”, our College community works closely to provide
opportunities for our students to develop as young Christian leaders in our modern society. We encourage
each of our students to strive for personal excellence, develop their independence and become lifelong
learners who have a sense of social justice.
Working in partnership with our families, dedicated staff members endeavour to make each family’s
association with St Norbert College a happy and rewarding one as we recognise that the strength of the
partnership between the students, parents and staff, will determine the degree to which our joint aims are
fulfilled. The teaching staff at St Norbert College believe that regular home learning is important as it
enhances the students’ development as learners.
An updated version of the Parent and Student Information Handbook is kept electronically on SEQTA Engage.
We are proud of St Norbert College and look forward to working with you. Further insight into life at the
College can be gained by accessing the College website www.norbert.wa.edu.au. You can also follow us on
our Facebook page www.facebook.com/StNorbertCollege, Twitter https://twitter.com/St_Norbert and
Instagram www.instagram.com/stnorbertcollege/ in order to receive regular updates of College activities.
Yours sincerely

Simon Harvey
Principal
2021
Twenty-fourth Edition
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PART 1 – ABOUT US
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1.1

MISSION

St Norbert College is a Christian community; a Catholic school influenced by the ethos of the Norbertine
Order to foster the growth of each student as a whole person who will live in faith with the Church and
humanity, in the image of Christ.
Reflection on the College Mission by students, parents, staff and the Norbertine community has resulted in
the identification of six core values that underpin the essential ethos of Catholic education visioned for St
Norbert College.
These values embody the qualities we wish to see in the members of our College community both now and
in their future lives.

1.2

AIMS

Through participation in the education program at St Norbert College students will develop:


as spiritually sound Christian students capable of understanding the truth of Faith and bearing witness
in daily living;



their intellectual potential to the highest degree along with an awareness of their abilities and
limitations;



an awareness of their responsibilities and obligations to themselves, their families and to all other
members of society;



an appreciation of their culture with the ability to discern what is truly worthwhile;



interests and aptitudes leading to an appropriate choice of vocation; and



physical fitness and skills.

1.3

VALUES

Respect
Recognising our needs and differences, we accept who we are and appreciate each person’s gifts and talents.
Those who live this value will:

treat everybody equally with courtesy and compassion;

accept differences in opinions, appearances and culture by including everyone; and

care for the environment, both College and wider world around them.
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Heritage
Celebrating our Norbertine tradition and the richness of our cultures, we honour the past and move forward
with renewed vigour.
Those who live this value will:

learn about our Norbertine ethos and history;

participate in College celebrations and liturgical events; and

apply the College motto “Prepared for all good works” in daily activities.

Community
Working together, we are bonded by our Faith and belief in each other, creating an environment that is
trusting, open and purposeful.
Those who live this value will:

encourage trust by working co-operatively with others, sharing tasks, allowing others to take
responsibility, taking pride in personal work and willingly help others;

co-operate with all sections of the community to create a better working and learning environment;
and

look out for those who are disadvantaged, excluded or having difficulty.

Friendship
Extending a friendly welcome to all, we demonstrate our genuine care and support for each other.
Those who live this value will:

greet others with warmth and courtesy;

at all times act in a way that enables all members of the community to feel secure, safe and
confident; and

speak positively about others and not put them down.

Adaptability
Inspiring a love of learning in an atmosphere of creativity, we encourage a balanced and flexible
approach to life.
Those who live this value will:

accept there is more than one way to do things and more than one opinion;

take risks, seek creative solutions to challenges; and

give without expecting something in return.

Commitment
Striving to do and be our best, we foster self-discipline, resilience and the pursuit of excellence.
Those who live this value will:

take pride in personal performance and seek opportunity for self-improvement;

set goals and work to achieve them; and

aspire to excellence in everything they do – always looking to improve their personal performance.
Respect – Heritage – Community – Friendship – Adaptability - Commitment

1.4

HISTORY

Norbertine Canons
St Norbert was born in Xanten in Germany in 1080 AD to Heribert Lord of Gennep and his wife, Hedwig of
Guise. A rich and powerful family, the Lord of Gennep held the lordship of Xanten, 20 miles to the east of
Gennep. Norbert was destined for the Church because he had an older brother Heribert. It was customary at
the time for boys other than the first born to have ‘careers’ or ‘vocations’ in the Church.
Norbert, who was a brilliant student during his years of study, spent most of his early life enjoying the
pleasures of the Imperial Court. At that time, Church affairs were very much under the influence of the
wealthy nobles who formed the government. Norbert came to realise that it was important for the preaching
of the Gospel that the Church should be free from such influence.
Norbert’s conversion was characterised by the event of being thrown from his horse in a thunderstorm; an
incident which similarly prompted St Paul’s change of heart. This conversion filled Norbert with the burning
desire to make Christ known and he promptly changed from his former lifestyle and devoted all he had and
all he was to God’s service. This meant a life of prayer and penance and subsequently Norbert was ordained
a priest.
Norbert’s ministry of preaching culminated in his being sought out by Bishops to help reform the clergy of
his day, so that they too might be effective ministers and preachers. Unfortunately, they were disturbed by
this reform and found it difficult to change dramatically. They resisted all that Norbert attempted. Norbert’s
preaching had attracted some followers, and with these he went to the valley of Prémontré, and thus became
the first Norbertine or Prémontstratensian Community; a small group of people committed to the teachings
of the Apostles, to the Eucharist, to prayer and to common life; ideals which Norbertine communities still
profess. So, on Easter Sunday in 1120, Norbert’s first followers put on the white habit of the Order. The Order
grew quickly and within 30 years there were 100 Norbertine abbeys in Europe.
In 1126 Norbert was appointed Archbishop of Magdeburg and Chief Bishop of Germany. He had a reputation
for being a skillful and inspiring preacher and was also a person who tried to make peace between the many
warring princes and people of the time, even to having his life threatened.
Tongerlo Abbey in Belgium was founded during St Norbert’s lifetime and it was from that Abbey in 1924 that
the Norbertines founded Holy Trinity Abbey, Kilnacrott, Ireland. In 1959, three Norbertines from that Abbey
made a foundation in Western Australia. On 8 December, 1995 the Norbertine Canons at Queens Park
became an independent community of the Norbertine Order – the final step in becoming a fully-fledged
‘Canonry’. On that day, the community elected its first Prior de Regimine – Fr Peter Joseph Stiglich O Praem.
St Norbert was a great devotee of the Eucharist and Our Lady. In all his efforts as peacemaker and preacher,
he kept these two great devotions of the Church before him. It was once said of St Norbert that ‘he was
prepared for every good work’. Norbertine Canons in Europe, USA, Canada, South America, Zaire, South
Africa, India and Australia are involved in all types of good works including education, parochial ministry,
university chaplaincy and youth work. Norbertines draw strength from their life of Common Prayer, Table,
Chapter and Recreation to enable them to work among God’s people to build up the community of the
Church.
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College History – St Joseph’s Priory and St Norbert College, Queens Park
In 1959, Fr Peter O’Reilly O Praem, Fr John Reynolds O Praem and Fr Stephen Cooney O Praem travelled to
Western Australia from Kilnacrott in Ireland. Their original intention was to establish a boys’ boarding school
in York. This didn’t eventuate but the Norbertines have maintained a presence in the York parish.
In 1964, Archbishop Prendiville invited the Norbertine Canons to establish a boys’ school in Queens Park. The
College opened in 1965.
St Norbert College was officially blessed by the Rt. Rev. F. C. Colwell O Praem, Abbot of Kilnacrott, on
7 February, 1965. In that year, less than 30 students were enrolled in one Year 6 class.
The College expanded by one class each year until 1971 when the first students entered for the Leaving
Certificate examinations. By this time, enrolments in lower secondary necessitated double streaming of
classes. The College only enrolled boys until 1976 when co-education was introduced. Initially, girls were
enrolled at the Year 8 level, bringing the total number to more than 340. Staffing patterns have reflected the
changing nature of enrolments at the College. In 1966, two Norbertines formed the staff, with Fr Anderson
as Headmaster.
Today, the College has 903 students from Years 7 to 12, 68 teaching staff and 34 administrative, support and
maintenance staff.

Development of Facilities
Facilities at the College have expanded in accordance with growing student numbers at the school and
strategic planning through the College Advisory Board.
Expansion of facilities took place in four stages until 1976. Initially, three classrooms met requirements.
However, 1968, 1971 and 1974 saw additions which provided Language and Science Laboratories, a Library
and Administration Block, as well as general classrooms. Manual Arts and Home Economics courses
commenced in the McMullen Centre in 1977.
During 1978 the Connell Centre, containing facilities for Mathematics and Science, was completed. The
Dawkins Centre received its first students in 1979 and the O’Sullivan-Devine Centre, catering for Art, Business
Studies, Music and Language, began operating in 1980.
In 1986 there were further additions to the Connell Centre (Magdeburg) in the form of a computing room, a
staff preparation area and one classroom.
In 1993, Stage 1 of a new three-stage Capital Development Plan was completed. This stage involved a
complete re-location of the administration and clerical services, refurbishment of the original St Joseph’s
block, the building of three new classrooms, two meeting rooms, a new staffroom and a “state-of-the-art”
word processing/computer room. Stage 2 included an on-going process of updating the grounds and gardens.
The Fr Peter O’Reilly Multi-purpose Recreation Centre – Stage 3 of the plan – was completed at the end of
1998 and opened in 1999. This outstanding facility has been most beneficial to the College sporting program
and is an excellent venue for assemblies and other formal gatherings of the College community.
The year 2000 witnessed an upgrade to the Photography teaching area and the creation of a new Music
classroom. Significant improvements were made to Art facilities and extra provision was made for external
seating for students.
In 2008, the Science facilities were all located in the Magdeburg block and totally refurbished with
contemporary science facilities including access to smart board technology. The Administration area was also
extended and refurbished to extend Student Services and provide a modern and welcoming Reception area.
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Rooms in the new facility were named to reflect the Norbertine charism and saints. The College Board Room,
Koinonia, and meeting rooms reflect significant Norbertine Saints and Blesseds – Kern, Siard, Evermode,
Gilbert and Isfrid.
In 2009, with the introduction of Year 7 students planned for 2010, the Br Patrick Doolan Learning Centre
was built. This building was designed around contemporary pedagogical practices and provides five learning
areas, an open area, the Forum, staff facilities and a Reading Room attached to the Prémontré Library. The
Canteen was demolished to make way for this Centre and a new Cafe 135 @ Treasure was established. The
Café is self-service and provides healthy eating options for students. A new Design and Technology Studio is
now located in the Xanten building and enables students to complete all aspects of textile design and
construction.
In 2010 the Cappenburg and the Floreffe Trade Training Centre were completed. The Cappenburg Centre has
provided contemporary 21st century technology and learning spaces for students of language. The Trade
Training Centre provides training in the area of plumbing in partnership with MPA Skills and building and
construction with Skill Hire.
In 2011, attention to student comfort led to the development of Ricvera Court, adjacent to the Café; Gilbert
Court, adjacent to the Fr Peter O’Reilly Centre; and Isfrid Place, behind the Centre with facilities to ‘build
community’. In 2011, courtyards were named to capture Norbertine Saints: Ludolph, Gilbert, Adrian, James,
Hugh and Isfrid provide an enduring connection to our Norbertine heritage. Sayn Court gives place to an
ancient Norbertine community.
A Capital Development Plan was agreed upon in 2015, and the following year a new Performing Arts Centre
was built as part of this plan. The work included an extension of the Xanten Theatre, and was completed in
early 2017.
In 2017, the building of the Xanten Performing Arts Centre was completed, which included an extension of
the Xanten Theatre. The next significant build commences in 2021-2022 and includes a refurbishment of the
O’Reilly Centre changerooms, additional classrooms and an upstairs staff room facility, all to adequately cater
for the increase in student and staff numbers in recent times.

10 | P a g e

1.5

CREST
The fleur-de-lis at the top of the Crest indicates the foundation of the school by the
Norbertine Canons. Beside it, the star indicates the dedication of the school to our
Blessed Mother. The monstrance below this represents the special devotion of the
Norbertine Canons to the Blessed Sacrament (St Norbert is always represented with a
monstrance in his hand). The five stars represent the Southern Cross, signifying the
location of the school in Australia. The olive branch is a symbol of St Norbert’s ministry
as an apostle of peace.

1.6

MOTTO

Ad Omnia Paratus
The motto is a contraction for ‘ad omne opus bonum parati’ taken from St Paul’s Second Epistle to Timothy
(3:17) and means ‘Prepared for all good works’.

1.7

SYMBOL
The crozier symbolises the priestly zeal and pastoral leadership of St Norbert. The icthus
(fish) symbolises St Norbert’s own devotion to the Eucharist which is a characteristic of our
College community.
The College symbol signifies the concepts of Christian leadership, service and devotion which
form the basis of our College community.

1.8

NORBERTINE ETHOS

The characteristic spirit of the Norbertines of Queens Park is one of “community”, a community of individuals
brought together by God’s call; a community that is part of the Catholic Church and seeking to build up that
Church; a community that seeks to foster a sense of community in all that it does. The influences that
continue to shape the Norbertine Community are the Church and her teachings, life and worship; the spiritual
tradition of the Order drawn from Saints Augustine and Norbert and the people among whom the Canons
live and with whom they serve. They look to Mary Immaculate, the Mother of God, for help and inspiration.
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1.9

COLLEGE MISSION PRAYER
God, who is Love,
unite us in Christian fellowship by sharing the Apostolic tradition
of common ideals, worship, and service.
Guide us towards that holiness, which harmonises every dimension of our being,
and prepares us for all good works.
Fill our hearts with your Holy Spirit,
that we may promote the welfare of all as the Body of Christ on Earth;
and so pattern our lives each day according to Jesus, your Son,
in whose Name we pray.
St Norbert, pray for us.

1.10 COLLEGE HYMN – PREPARED FOR ALL
Lord, as we grow towards maturity,
Lord, we pray that we may always be
Bringers of peace and seekers of truth
Ready to do your will.
May we become the kind of people who,
Driven by the love of God in all we do,
We spread the Good News to all that we meet
In all that we say and do.
Prepared to meet every challenge that awaits us.
Prepared for every good work that we can do.
Prepared to follow your way.
Prepared to offer our whole lives to you.
Lord, you gave us our abilities,
Teach us to use your gifts responsibly.
To answer your call to stand up and be
witnesses to your truth.
Prepared to meet every challenge that awaits us.
Prepared for every good work that we can do.
Prepared to follow your way.
Prepared to offer our whole lives to you.
(Music and lyrics by Chris O’Donoghue)
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1.11 COLLEGE SONG - AD OMNIA PARATUS
We are gathered as one body
In the Spirit of the Lord
We are called to be witnesses
Stand firm; follow the Word
We will face what life brings
We stand proud we stand strong
Ad Omnia Paratus
To St Norbert we belong.
CHORUS
Ad Omnia Paratus
To St Norbert we sing
Ad Omnia Paratus
Prepared for everything
Led by faithful Norbertines
Gaining strength from Eucharist
We proclaim to the world
That Our Lord indeed exists
With confidence abounding
We sing our College song
Ad Omnia Paratus
To St Norbert we belong.
(Music and lyrics by Naomi Martin)
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1.12 COLLEGE MAP
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1.13 FACILITIES

The College is located at 135 Treasure Road, Queens Park with the property extending over six hectares.
Facilities include classrooms, Administration and Student Services, Science and Technology Laboratories,
Library and Resource Centre, Design Technology incorporating Textiles, Food, Wood and Metal
Technology, Information Technology, Photography, Theatre, Performing Arts Centre, Art Studios and a
Trade Training Centre. Sporting facilities include the Fr Peter O’Reilly Centre (gymnasium), a 25-metre
swimming pool, playing fields, outdoor courts and ovals. These facilities allow for the College’s continued
participation and success in swimming, athletics, basketball, football, netball, soccer, cricket, tennis and
other sporting activities.

1.14 COMPULSORY COLLEGE EVENTS
The College requires parents/carers and students to attend two compulsory events each year. These are:



Community Mass (Term 1)
Presentation Night (Term 4)

Dates for each of these events are published in the Family Calendar at the commencement of the school
year or at the end of the previous school year. It is also an expectation that parents/carers attend
Information Nights and Parent-Student-Teacher Interviews as requsted. Days for which special events
are planned such as Sports Carnivals, Camps and Retreats are an integral part of the College curriculum.
Attendance is compulsory on these days.

1.15 COLLEGE WEBSITE AND SOCIAL MEDIA PAGES
The College website address is www.norbert.wa.edu.au
Students may access their personal College email account through the College website.
The College newsletter (published every third week on Fridays) and other important documents such as
policies and a calendar of events are all located on the website and on the Parent Portal SEQTA - Engage.
The College is also active on social media and encourages parents, students and former students to “Like’’
our Facebook page www.facebook.com/StNorbertCollege in order to receive regular updates of College
activities. You can also follow the College on Twitter https://twitter.com/St_Norbert and Instagram
www.instagram.com/stnorbertcollege/ and Canons on www.instagram.com/canons_sport/
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1.16 PARENT COMMUNICATION
The College sees parents as integral partners in the educative process with their child. We encourage
parents to keep in regular communication with College staff (see page 21, 22 for further details).
The following forms of communication are used by the College to engage with parents:








Telephone calls and emails – communication between parents and teachers.
SMS – only used for special event alerts and for student absences.
Direqt messages through our parent portal SEQTA - Engage which allows parents to access their
child’s reports, assessments, grades and attendance records.
Newsletter – published in Weeks 3, 6 and 10 each term.
Letters – used as a formal means to communicate information.
Parent, Student Teacher Interviews – two scheduled per year in the College Calendar, uses the
online booking system known as Edval.
One-on-one meetings – arranged via appointment only.

About the College Newsletter
The newletter contains informative and current information from the Principal, Deputy Principals,
Student Ministry, various Learning Areas, Community Relations, Academic Excellence, Pastoral Care and
more. It is published in Weeks 3, 6 and 10 each term and is emailed to all parents, staff and students and
can be viewed on the College website.

What is SEQTA - Engage?
SEQTA - Engage is an online database designed for parents. It contains many items of importance
including program and assessment outlines, resource materials and other significant College documents
such as reports. Assessment scores for specific tasks are also made available to parents.
This tool is designed so that you can check your son’s or daughter’s progress on a daily or weekly basis
without having to wait for the next College report to be sent to you. If you notice that your son or
daughter is falling behind in a particular subject, you can encourage them to seek additional help or
support from their teachers or make contact with that teacher.
You can access SEQTA - Engage by going online to https://parent.norbert.wa.edu.au and by entering
your unique username and password. This helps to protect the confidentiality of all the data. No parent
has access to any information belonging to a student that is not their child.

16 | P a g e

The information on this page will give you a visual explanation on how to use a few of the features of
SEQTA - Engage.
Once you have successfully logged on you will see the welcome page for SEQTA - Engage like the example
below. On the left hand side is your menu, which allows you to see information about your child’s courses
and assessments.

1
5

2
3

4

7
6

A few useful menu options, which have been highlighted in the image above, are:
1

Assessments
Here you will see any upcoming assessments that your child has.

2

Courses
A list of all the courses your child is studying. Select a subject to see any weekly work, useful links
or if the homework section has been used for this particular week/lesson.

3

Documents
A link to many of the important College documents including the Family Calendar.

4

Timetable
A copy of your child’s timetable including which teachers he/she has for each subject.

5

Notices (Direqt Message) (Top right of screen)
You will be notified when a teacher sends you a message, an assessment has been marked or
some other event which requires your attention has occurred.

6

Contact SEQTA (Bottom left of screen – Smiley face)
If you are having any issues or you would like to send some feedback to the company that created
the program.

7

Log Out (Bottom left of screen)
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Emails, letters, phone calls, SEQTA Direqt Messages
Teachers may use email, letters, phone calls or Direqt Messages through SEQTA - Engage to communicate
with parents regarding student progress.

Appointments
From time to time, parents may wish to discuss some aspect of College life with the Principal, Deputy
Principals, Dean of Studies, Heads of House, Heads of Learning Area or teachers. This can be arranged by
telephoning the College for an appointment.

Reports
Formal reports are sent to parents at the end of each semester via SEQTA - Engage. An Interim Report is
issued in Term 1 for all students.

Parent-Student-Teacher Interviews
Parent-Student-Teacher interviews are held in the second and third terms for students of all year levels.
These interviews provide an opportunity for direct communication concerning student progress and
study habits. Dates of Parent-Student-Teacher interviews are listed in the College Calendar and are
published in the College Newsletter and on the College website. Parents book interviews via an online
booking system.
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PART 2 – ORGANISATIONAL DETAILS
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2.1

COLLEGE ADVISORY BOARD

The College Advisory Board exists to advise, guide and assist the Norbertine Canons and the Principal in
the conduct and operation of the College in the areas of finance and capital development.
The St Norbert College Advisory Board consists of a representative group of people from the College and
wider community who are interested in the well-being of St Norbert College.
It is acknowledged that the Principal and staff are the ones who have the responsibility to make decisions
in accordance with Catholic Education Commission guidelines on matters such as financial planning,
facilities, curriculum, discipline and methods of instruction and learning.

2.2

PARENT COMMITTEE

The Parent Committee enables parents of current students to assist the College in fulfilling the
educational responsibilities, by providing support to develop the College community in the context of
the College Mission Statement and Norbertine ethos.
The Parent Committee provides opportunities for parent participation in the life of the College with a
specific focus on the Community Mass, Parent seminars on relevant topics around parenting and
adolescence, and social events for parents. In addition, the Parent Committee may assist members of
the College community through, ‘Norbie Care’.
Parents are welcome to nominate to join the Parent Committee with meetings typically held on Tuesday
evenings at the College, commencing at 6.00pm. There is typically a maximum of two meetings per term
and these are advertised in advance through the College’s communication channels.
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2.3

CONTACT LIST

All staff members can be contacted by email using the following email address: snc@norbert.wa.edu.au
and marking it to the attention of the relevant teacher if known. TELEPHONE NUMBER: 08 9350 5433
College Leadership
Prior
Principal
Deputy Principal
Deputy Principal
Dean of Studies
Business Manager

Fr Peter J Stiglich
Simon Harvey
Peter Hawke
Sharon Rainford
Rod Dowling
John O’Sullivan

Pastoral Care Team
Xanten
Prémontré
Magdeburg
Tongerlo
Kilnacrott
Head of Year 7
College Psychologist
College Counsellor

Aaron D’Souza
Brendan McGrath
Patrick Ah Fong
Leon Rogers
Carrol Abel
Elisa White
David Yeoh
Anne Spinks

Heads of Learning Areas
Religious Education
Arts
English and LOTE
Health and Physical Education
Humanities and Social Sciences
Mathematics
Science
Technologies
Careers and Transition
Director of Vocational Education
Directors/Co-ordinators
Education Support
Information Technology
Library
Sport
Specialised Basketball Program

Madeleine De Luca
Chadwick Beins
Michelle Barrow
Matt Price
Bronson Gherardi
Colette Miranda
Roger D’Almeida
Samantha Mark
TBC
TBC
Bridget Kamazizwa
Greg Hulshoff
Maureen Smith
Ryan Godfrey / Katelyn Isard
Ryan Godfrey

Student Ministry
Co-ordinator of Campus Ministry

Margaret Kyd

Administration
Principal’s Secretary/Enrolments Officer
Deputy Principals’ Secretary
Student Services
Receptionist / Attendance Officer
Business Manager’s Assistant
Finance Officer (Fees)
Music Secretary
Cafeteria Manager
Uniform Shop Manager
Community Relations and Marketing
Workplace Learning

Angela Hughes
Tracey Burgoyne
Tania Harvey
Alison Roberts
Trish Lehane
Lucinda Smith
Katherine Freind
Cindy McIntyre
Trish Kelly
Lisa Quartermain
Trevor Saunders
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Current as of August
Changes will occur during 2021/2022, updates will be published via the College website and Newsletter.

Contact Guide for Parents
Pastoral Matters
One of the following, depending on the nature and gravity of the matter
Homeroom Teacher
Head of House
Head of Year 7
Counselling
 College Counsellor
 College Psychologist
Deputy Principal

Academic Matters
Progress in a particular subject

Subject Teacher

Learning issues in a particular subject

Head of Learning Area

General Academic Progress

Dean of Studies

Transfer between courses within
a Learning Area
e.g. from ATAR English to General English
e.g. from Year 10 Extension Maths to Mainstream Maths

Head of Learning Area

Subject Selection/Changes

Deputy Principals/Head of Careers and Transition

VET, Workplace Learning

Director of Vocational Education

Music Tuition
- Student timetables/fees
- Other

Music Secretary
Head of Learning Area – Arts

General
General Enquiries, Student absences and attendance

Receptionist/Attendance Officer
absentee@norbert.wa.edu.au

School Fees
- Payment
- Queries

Finance Officer (Fees)
Fees@norbert.wa.edu.au

Uniform Shop

Uniform Shop Manager
Uniform.shop@norbert.wa.edu.au

New Enrolments

Principal’s Secretary

Cafeteria Assistance

Cafeteria Manager
canteen@norbert.wa.edu.au

Community Relations and Newsletters

Community Relations Officer

Student Ministry and Service Learning

Co-ordinator of Campus Ministry
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2.4

DUTY OF CARE

School commences at 8.45am and concludes at 3.20pm. No responsibility can be taken for students who
arrive prior to 8.15am or remain on the College property after 3.50pm unless students are participating
in an official school sports program or other official school business e.g. Homework Club.

2.5

ATTENDANCE

The Education Act requires that all students must attend school. All students are expected to attend
school unless they have significant reasons for being absent.
Parents must contact the College prior to 8.45am on 9350 5433 or send a Direqt Message via SEQTA or
via email at absentee@norbert.wa.edu.au, to advise if their child is absent. It is a legal requirement that
a note must be forwarded to the Homeroom Teacher with the student upon their return to school
explaining the reason for the absence. If the absence is more than two days, a medical certificate is
required.
Student attendance is carefully monitored through a variety of measures. When a student is recorded as
absent during Homeroom, and no parent notification has been received, an SMS is sent to verify that
the absence is genuine. Students who do not have a valid reason for being absent are followed up upon
their return to school. The College operates a Period-Based Attendance. Staff members are required to
notify the Attendance Officer if any variations to the list occur. Such absences are also followed up.
Information on the number of days absent is shown on both Interim and Semester Reports and provided
to Australian Government Department of Education, Skills and Employment (AGDOE) and the
Department of Education Services (DES).
Attendance at all special College activity days is compulsory e.g. House Carnivals, Camps and Retreats.

2.6

ABSENCE FROM SCHOOL

Where an absence is known in advance; it is expected that the parent/carer would notify the school in
writing prior to the absence. If the absence is to be for a lengthy period of time then the Deputy Principal
must be contacted in writing and advised of the proposed absence and the reason for the absence should
be provided.

Absence due to Family Holidays or Unapproved Extended Student Leave
The College strongly discourages families from taking holidays or extended leave during school time. If
absolutely necessary, parents must inform the Principal or Deputy Principals in writing, well in advance,
stating the reasons and dates of the anticipated absence.
Students who are absent from school due to family holidays may not receive the support of teaching
staff, may not be able to meet the subject completion requirements and, in the case of Year 12, place at
risk, their ability to graduate from St Norbert College.

Absence from an Assessment Task
Students who miss a test or are absent on the date an assessment task is due must ring the College (as
required for all absences) on the morning of the test and bring a written note from parent(s) or a Medical
Certificate to the teacher on the day the student returns to school, stating a valid reason for the absence.
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Attendance at Examinations and Tests
To ensure fairness to all, students are expected to attend examinations (and tests) as scheduled. If a
student is sick, a Medical Certificate will be required, and an alternative arrangement will be determined.
Examination weeks are publicised in the Calendar and on SEQTA-Learn and SEQTA-Engage. Participation
in family holidays at these times is not an acceptable reason for missing an examination.
Students who miss a test or exam through documented valid reasons, will be permitted to sit the test
provided the test or exam has not been returned to students.
Students who are absent for a prolonged period for valid, documented reasons may, at the teacher’s
discretion and after consultation with the Head of Learning Area:

Sit an alternative test upon return to school; or

Be marked absent without marks penalty. For Years 11 and 12 the student may be required to
fulfil additional Subject Completion Requirements.

2.7

STUDENT ILLNESS AND MEDICATION

If a student is unwell or injured, they are required to present to Student Services for assessment and the
administration of First Aid. Student Services will contact parents (or the emergency contact) if a student
is ill or injured. It is expected that a parent will arrange care for the child for the remainder of the day.
Students are not permitted to directly telephone parents and arrange to be taken home. This must be
co-ordinated through Sick Bay or the Head of House. The parent or person who the parent has authorised
to pick up the ill or injured child is required to enter Administration and ask for the child.
It is important that contact telephone numbers are kept updated and parents are requested to inform
the College of any changes including the name and number of an emergency contact.
Student Services does not supply prescribed or “over-the-counter” medications eg. paracetamol,
antihistamine. However, for emergency situations we need to have spare epi-pens and diabetic
medications for students with these conditions. As a safeguard, ADHD medications required by a student
during school hours can be kept in Sick Bay.

2.8

SCHOOL TRANSPORT

St Norbert provides a special bus service for St Norbert College students. Information regarding bus
routes can be obtained from the College website. Behaviour at train stations or bus stops and in buses
or on trains needs to be of a high standard and according to College Rules and Expectations. Students
must be sensible and courteous at all times.
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2.9

COLLEGE FEES

The College will forward an annual fee account in February. Credit Card, Direct Debit and BPAY facilities
are available for the payment of fees. Families who would like to discuss alternative fee arrangements
can contact the Finance Officer by email Fees@norbert.wa.edu.au. In cases of extreme financial
hardship parents should approach the Business Manager to discuss fees.
A discounted fee structure is available for families with a Health Care Card or Pensioner Concession Card
with the code PPS i.e. Single parent receiving a Parent Payment Single Allowance.
Where parents have ignored all reasonable attempts to negotiate a fee repayment strategy, legal action
may be initiated.
Your attention is also drawn to a requirement of College policy for a term’s notice of withdrawal of a
student from the College.

2.10 INSURANCE
The College has a School Care Personal Accident Policy with Catholic Church Insurance (CCI) to cover
students for accidental injuries occurring during College activities only.
Please note, general insurance companies such as CCI are prohibited by law from covering the cost of
any medical service for which a Medicare benefit is payable (including any gap).
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2.11 COLLEGE LIBRARY AND RESOURCE CENTRE
Prémontré Library

The Prémontré Library is a vibrant, innovative learning space. We provide a wide range of information,
resources and services chosen to reflect and support the needs, interests and diversity of our students
and staff. The library offers a welcoming and supportive physical environment, with a variety of
comfortable spaces that enable learners to pursue their learning and inquiry individually, in small groups
and in larger teams.

Curriculum Support
In supporting the College Mission to foster ‘the growth of each student as a whole person’, the Library
manages a 24/7 virtual library that offers staff and students access to relevant resources and learning
opportunities on campus or at home. These include:
 AccessIt Library Catalogue - The portal to all library resources.
 Clickview Video Library - Online streaming of educational videos.
 School Britannica - An age-appropriate information resource.
 SLASA Online Reference Generator - A citation and in-text reference generator.
 ReadPlus – An online resource that aids students in the selection of reading material.
Opening Hours
Monday
Tuesday-Thursday
Friday

8:00am – 4:00pm
8:00am – 4:30pm
8:00am - 4:00pm

The Library is closed during recess and for the first 10 minutes of lunchtime.

Reading Culture
The Library collaborates with the English Learning Area to encourage reading and promote its value and
benefits.

Library/SmartRider Card
Students are issued with a Transperth SmartRider card which doubles as their College Library card. This
card is required for borrowing items and for photocopying.
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2.12 CAREERS OFFICE
The Careers and Vocational Education Office is the central point for students wanting information on
careers, subjects, workplace learning and the vocational certificates. This information includes courses
available at Universities, Private Training providers, TAFEs, pre-apprenticeships, apprenticeships,
industry profiles, job search strategies and employment opportunities.
Career Expos and Information Sessions are provided for students to help smooth the transition from
school to the next phase of their lives. This includes help with the applications for University, Vocational
Training Courses and employment. Information updates are given to the students on a regular basis
through email and the College newsletter.

2.13 CAREER GUIDANCE
Career counselling is available to all students, particularly those in Years 10, 11 and 12. Students and
parents can make appointments before/after school or throughout the day. The Head of Learning –
Careers & Transition co-ordinates the curriculum offering whilst the Director of Vocational Education coordinates all of the Vocational Education and Training programs, including School-Based Traineeships,
ASBTs (for Indigenous Students), School-Based Apprenticeships, Pre-apprenticeships and Private
Training Programs. The Careers Office also facilitates the WorkPrep Workplace Learning Program,
distributes or makes available a wide range of material on careers, and brings into the College many
representatives from career agencies.
Vocational counselling forms a vital part of the College subject selection procedures. Parent/Student
information evenings are held for all students and details of requirements for secondary graduation,
tertiary entrance and vocational training admissions are outlined in detail. When students discuss their
program of study with a member of the College Leadership Team a key aspect of the counselling session
concerns the student’s career goals.
This interviewing, counselling and negotiating with students on the selection of school subjects enables
them to be aware of pre-requisites for further study, and to make informed decisions regarding their
career aspirations.
Workplace Learning is a structured out-of-school learning program that provides Vocational Pathway
students in Years 11 and 12 with the opportunity to develop work skills in an actual workplace, while
continuing their secondary education. The program combines classroom-based learning with one day
per week in a workplace of their choice.

2.14 STUDENT MINISTRY
By using the head/heart/hands model of Christian Ministry, the Student Ministry program is a highly
effective agent for evangelisation at St Norbert College. The core objective of the program is to be
instrumental in promoting, fostering and developing Christian faith and life at St Norbert College. The
following are undertakings of the Student Ministry Centre:


Retreats: Each Year group participates in a one-day Reflection/Retreat Day each year. In Years
11 and 12 students are invited to attend the Kairos retreat, which is a three-night, four-day livein Retreat experience.



Christian Service Learning: Students from Years 7-10 participate in a compulsory service
learning program each year with a particular focus. In Years 11 and 12 students are invited and
encouraged to complete service learning hours within the community. The focus for each Year
group is as follows:
Year 7: Service to Norbie Care
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Year 8: Serving at Home
Year 9: Serving at School
Year 10: “Prepared for all good works” – Service to the Community – not-for-profit agencies
Years 11 & 12: “A call to serve” – voluntary service program


Almsgiving: Each term the students and staff fundraise for particular Catholic agencies and
charities within our local, national and international communities. Students are also encouraged
to donate to Christmas Appeals organised by Catholic agencies.



Liturgy: Students participate in various liturgical celebrations throughout the year including
Benediction, Masses, Prayer services and Liturgies.



Immersions: Each year the College offers an Immersion experience to students either overseas
or in Australia. These experiences provide the students an opportunity to immerse themselves
in the culture of others and engage in service activities in a different setting.

2.15 COLLEGE COUNSELLOR
While the Pastoral Care and Curriculum programs within the College provide an excellent basis for the
development of each student, there are instances where extra support is required. The College employs
a Counsellor to cater for these situations. The Counsellor can assist staff, students and parents with any
aspect of a student’s educational, emotional and social development. Some examples of involvement
include assistance with emotional and social issues through stress management, conflict resolution,
social skills and behavioural programs, as well as psycho-social assessment and subsequent involvement
in strategies to improve learning and motivation.

2.16 COLLEGE PSYCHOLOGIST
The College Psychologist is available to help service the College community by providing educational
assessments for learning difficulties, special education or gifted children. These assessments assist
teachers and parents to identify and clarify a student’s level of learning so as to provide for students’
individual learning needs. The College Psychologist also provides strategies to help teachers and parents
implement best practice in learning, educational and behavioural concerns of students.
The Counsellor and Psychologist offer a confidential service and are able to facilitate referral to agencies
within the wider community if necessary.

2.17 LEARNING SUPPORT CO-ORDINATOR
The Learning Support Co-ordinator attends to the needs of students that require additional support with
their learning, and provides guidance and support in the development and design of education plans.
The Learning Support Co-ordinator leads the design and development of Individual Education Plans
(IEP’s) and Aboriginal Education Plans (AEP’s), and consults with a range of staff where required, and
communicates with parents to enable students to maximise their learning and academic achievement.

2.18 CAFÉ 135 @ TREASURE
The College provides Café facilities for College students and staff. The Café is open before school, and at
recess and lunch times. Students should order their recess and lunch before school. The Café staff will
be in attendance to help students with their order.
St Norbert College, in consultation with the school community, has developed a school-based ‘Healthy
Food and Drink Choices’ policy. Menus are located at the Café and on the College website.
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The Café promotes a wide range of healthy and nutritious food and drinks and follows the minimum
standard required to ensure that menus follow the 60% ‘green’ and 40% ‘amber’ food and drinks,
according to the traffic light system in Appendix C of the Department of Education and Training Healthy
Food and Drink Policy.
Parents are welcome to help in the Café as volunteers. Please contact the College to express your interest
or complete the Parental Involvement Form issued at the beginning of each year.

2.19 COLLEGE UNIFORM SHOP
The College operates a Uniform Shop to provide all College Uniform requirements.
The College Uniform Shop is open on:
Winter
1.00pm – 4.30pm
1.00pm – 4.30pm

Monday
Thursday

Summer
1.00pm – 5.00pm
1.00pm – 5.00pm

2.20 VISITORS TO THE COLLEGE
All visitors including family members visiting the College during school hours are asked to report to the
Main Reception in the Administration building and are required to “Sign in”.

2.21 STUDENT LEADERSHIP
St Norbert College endeavours to develop excellent Student Leaders. Through the College Leadership
structure, students are given many opportunities to demonstrate and develop their leadership skills.

Structure
The College Captains include three Year 12 representatives from each House, and a representative for
Student Ministry, Media, Arts, Sport and the Student Representative Council. Each House also has a
House Chairperson who is responsible for House Committees. The Student Representative Council is a
body of students from Years 7-12 who are the ‘Voice of the students’.
Tasks and responsibilities include:




College Events (eg Open Days, assemblies, carnivals)
Community Events (eg ANZAC Day Ceremonies, Youth Leadership programs)
The promotion and support of the College by exhibiting outstanding role modelling in
presentation, communication, community service, work ethic and promoting College values.

2.22 COLLEGE DIARY
College Diary
Each student has a College Diary in which homework, study programs, events and co-curricular
information are to be recorded for parental perusal.
Parents are encouraged to view each night’s homework. It should be noted that homework entails not
only set written work, but revision, wider reading and test preparation.
Teachers may also make use of the College Diary as a means of communication to parents regarding a
student’s day-to-day progress. At times, parents are requested to sign test papers and project work.
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2.23 MOBILE ELECTRONIC DEVICES
Mobile Electronic Devices, such as iPods and mobile phones are not permitted to be used by students
between the hours of 8.20am and 3.20pm. There is an expectation that these devices are to be turned
off and secured in lockers when students arrive at school. If students are caught using them, they will be
confiscated and must be collected from Student Services at the end of the day. A Rostered Detention will
be issued by the Head of House.

2.24 LOCKERS
Each student is provided with one locker. It is the students’ responsibility to keep money, mobile phones,
valuables, school books, stationery, school bag and blazer (when not in use) in the locker and to keep
the locker securely locked at all times. All new students will be provided with a combination lock at the
start of the year. Students MUST not disclose their combination to any other student. Students should
not share lockers unless they have been given specific permission by their Head of House, Dean of Studies
or the Deputy Principals.
Locker use Monday to Friday:
 before Homeroom,
 during recess,
 at the beginning and end of the lunch break,
 after school.
Students are expected to go to their lockers to secure their school bags and valuables upon arrival at
school. This will be enforced from 8.20am each morning. Students should not access lockers during or
between classes.
Lockers remain the property of the College and can be searched at any time. The College does not accept
any responsibility for items stolen from lockers.

2.25 LOST PROPERTY
No responsibility is taken by the College for any lost articles. Students and parents are most welcome to
check for lost items at Student Services or in the Fr Peter O’Reilly Centre. The College makes every effort
to have lost items returned, but unmarked, unclaimed items left at the end of each term will be washed
and donated to charity.
Parents are strongly encouraged to ensure that all belongings are clearly marked with the Students FULL
NAME.

2.26 PHOTOGRAPH PUBLICATION NOTICE
As part of the school’s publicity activities, an occasion may arise where the school, Catholic Education
WA (CEWA) or local media will need to take photographs and/or video footage of students for
publication.
St Norbert College regularly uses images of our students, photographed at assemblies and other events
held either on our grounds or at external sites.
These photographs appear in various publications including the College Newsletter, the Annual
‘Koinonia’, on our website and on our social media pages including Facebook, Instagram and Twitter.


Photos at Interschool events should not include photos of other children unless permission has
been granted by the school/child’s parents.
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Official College photographs are retained and names of students are included for archive
purposes.

PHOTOGRAPHY PERMISSION
In promoting the ‘Good Works’ of our students we take photos which are displayed for promotional
reasons or provided to our local papers for stories of interest.
If any parents do not wish their child/children to be photographed, they must state this in writing to the
Principal.

2.27 COLLEGE ACTIVITIES
The College aims to assist the development of its students emotionally, socially, intellectually, physically
and spiritually. In striving to achieve its mission, the provision and support of many co-curricular activities
is fostered within the school program.
Part of the specific objectives for achieving the College’s mission is to encourage each student to
participate in at least one co-curricular activity each year. In this, a talent or an interest may be
developed. The involvement in a group within the College assists in strengthening one’s identity and
belonging to St Norbert College. Some activities currently offered within the school program are listed
below.

STUDENT MINISTRY







Kairos
Kimberley/Overseas Immersion
Retreats for Years 7 to 12
Knitting Club
Young Vinnies
Norbie Care

CAMPS


Year 9 Camp

EDUCATIONAL TOURS/CULTURAL EXCHANGES







Japanese Exchange Program
Japanese Hosting Program
Italian Exchange Program
Italian Hosting Program
Basketball Tour
Humanities Tour

SPORT






Interschool Carnivals and Sport
Volleyball
Basketball
Soccer
Netball
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Football
Specialised Basketball Program
House Sport
Canons Swim Squad
Dance Program

CULTURAL







Music
Chess Club
Drama Club
Art Club
College Production
Creative and Performing Arts Exhibition

ACADEMIC











WA Junior Mathematics Olympiad Competition
Have Sum Fun Mathematics Competition
Study Club
Maths and English Workshops
Tournament of Minds
Academic Excellence Program
Brain Bee
Solar Pedal Prix Car Challenge
Tritration Competition
History and Geography Competitions

SUSTAINABILITY


Climate Canons
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2.28 HOUSE SYSTEM - VERTICAL HOMEROOMS
The pastoral care program in the College is based on vertical Homerooms within a House structure, which
was introduced in 1987. Under this organisation, each Homeroom consists of approximately 25 students
from Years 7 to 12. There are seven Homerooms in each House and it is envisaged that the Homeroom
teachers will remain with the same Homeroom from one year to the next, giving the students continuity
and stability and allowing Homeroom teachers to oversee a student's program of study over six years.
The vertical Homeroom system provides senior students with the opportunity to develop their leadership
skills. Finally, the vertical Homeroom system encourages a sense of belonging by each student to a
relatively small group, creating a feeling of “family” and community.
To assist in the co-ordination of all aspects of Homeroom, the 35 Homerooms are organised into five
Houses, each with an appointed Head of House. Each House is named after a place of considerable
significance to the Norbertine Order. Many aspects of College life operate under the House system.
It is recognised that the enduring House system provides a strong pastoral care structure for the College.
The House names are:

Xanten, (near the Dutch-German border), was the place of St Norbert’s (of Gennup) birth
in 1080. His early life before his conversion was spent in this area. As such it holds a
treasured place in Norbertine history. Xanten is also familiar as the name of our College
Theatre.

Prémontré is the valley near Laon in France (approximately 30 kms), where St Norbert
established his first community of canons and canonesses. It was from here that the
Norbertine spirit spread through Europe.
While there is no longer a Norbertine community at Prémontré, it is the beginning of
Norbertine history. This House name would be familiar to staff and students as it is also
the name of our College Library.
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After some years at Prémontré, St Norbert was made Archbishop of the German city
Magdeburg and Primate (head-Churchman) of Germany. In 1126, he also established a
Norbertine community of Magdeburg which had a high reputation for missionary preaching
among the pagan people known as the ‘Wens’. St Norbert was buried in Magdeburg, but at
the time of the Reformation, his body was taken to the Abbey of Strahov in Prague where
it remains.

The town of Tongerlo, in Belgium, has a Norbertine Abbey which is the ‘grandmother’ of the
community here at Queens Park. Canons from Tongerlo Abbey established a community in
Ireland, which in turn made the foundation in Western Australia. Tongerlo was established
during the lifetime of St Norbert, so it has a strong tradition over 850 years old. Norbertines
from Tongerlo have spread the spirit of St Norbert to Canada, the USA, Chile, Zaire, Ireland
and England.

Kilnacrott is a Gaelic (Irish) word meaning ‘church on a hill’. It is the place in County Cavan,
Eire, where Tongerlo Abbey established a community of canons in 1924. Holy Trinity Abbey
Kilnacrott founded the Norbertine Community in Western Australia in 1959 when three Irish
Norbertines, Fr Peter O’Reilly, Fr Stephen Cooney and Fr John Reynolds arrived.
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PART 3 – OUR POLICIES

To access the most up-to-date policies, visit our website - norbert.wa.edu.au - and access CEWA Policies.
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3.1a

CODE OF CONDUCT

Purpose
The purpose of the Code of Conduct is to describe minimum standards of conduct in all behaviour and
decision making to ensure the safety and well‐being of students.

Application
The Code applies to staff, students, volunteers, parents and guardians as applicable. The term
‘parents’ includes guardians.
Conduct Statements:
1.

You act safely and competently.

2.

You give priority to students’ safety and well‐being in all your behaviour and decision making.

3.

You act in accordance with the values of the Gospel as defined in the Code of Ethical Conduct.

4.

You conduct yourself in accordance with laws, agreements, policies and standards relevant to
your relationship with the school community.

5.

You respect the dignity, culture, values and beliefs of each member of the school community.

6.

You treat personal information about members of the school community as private
and confidential.

7.

You give impartial, honest and accurate information about the education, safety and well‐being
of students.

8.

You support all members of the school community in making informed decisions about students.

9.

You promote and preserve the trust and privilege inherent in your relationship with all members
of the school community.

10.

You maintain and build on the community’s trust and confidence in Catholic schools and the
Church.

11.

You act reflectively and ethically.

12.

You allow students to have a voice in their education, safety and well‐being.

A comprehensive version of this document can be found on the College website.
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3.1b

STUDENT CODE OF CONDUCT

Purpose
At St Norbert College we want to feel safe, included, a part of a positive environment, respectful of myself
and others and to be a supportive member of the College.

Application
1.

In order to feel safe we will:






2.

In order to feel included we will:






3.

Be accepting of others into our group
Allow others to have their own opinion
Help each other
Listen to others
Make new friends

In order to feel part of a positive environment we will:






4.

Treat ourselves and others with respect
Support our peers
Not physically harm ourselves or others
Allow ourselves and others to share our opinions
Ask for help when it is needed

Laugh and have fun
Be friendly
Encourage our peers
Be polite and courteous to others
Surround ourselves with people that are positive and happy

In order to feel respectful to myself and others we will:








Treat others the way we want to be treated
Not make others feel bad about themselves
Listen to others
Behave in class
Know when a joke has gone too far
Think before we act
Apologise when appropriate
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5.

In order to feel a supportive member of the College we will:







6.

Look after each other
Cheer each other up
Be available to help others
Encourage others
Check on our friends and ask them how they are doing
Stand up for each other

When someone isn’t feeling safe, included, a part of a positive environment, respectful
and being a supportive member of the College or there is conflict, we will:






Alert a trusted adult (eg Head of House, Deputy, Psychologist/Counsellor, teacher, older
student or parent) to seek help, advice and mediation
Ask the person not behaving appropriately to stop
Stand up for each other and not be a bystander
Be supportive to each other and not encourage bad influences (eg block, ignore)
Try to resolve the problem with each other by having a calm conversation

This Student Code of Conduct was adapted from the Class of 2022 Charter (created in 2018). It was
amended and accepted by the Student Representative Council in Term 2, 2019.
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3.2 ASSESSMENT POLICY
Rationale

_______

This Assessment policy is provided to all students at St Norbert College and is based on School Curriculum
and Standards Authority requirements. Where students are enrolled in WACE, VET or State Training
Provider programs they must abide by the relevant authorities requirements.

Procedures
1.0

RESPONSIBILITIES
1.1

Student Responsibilities

It is the student’s responsibility to:
 Complete all set tasks by the due date;
 Retain all assessment tasks and to make them available whenever required;
 Attend class (a student who is absent from a class for five lessons or more per term is deemed
to be ‘at risk’ of not passing) and maintain good conduct and progress; and
 Initiate contact with teachers concerning absence from class, missed in-class assessment tasks,
requests for extension of the due date for out-of-class assessment tasks and other issues
pertaining to assessment.
Students are required to:
 Submit all out-of-class assessment tasks for marking on the due date; and
 Attempt all in-class assessment tasks on the scheduled date to the best of their ability.
Note: If an assessment task cannot be submitted directly to the teacher it is to be submitted to the
Head of Learning Area/Teacher-in-Charge.

1.2

Teacher Responsibilities

It is the teacher’s responsibility to:









Develop questions, items and/or activities that:
assess a specific selection of the syllabus content;
provide students with the opportunity to demonstrate the full range of achievement; and
do not discriminate on grounds such as gender, ability or ethnicity.
Provide students with an ASSESSMENT PROGRAM that includes due dates and weighting for
assessments.
Provide students with clear instructions about the completion of the task.
Provide students with appropriate time to complete the task.
Develop a marking key that is based on the anticipated range of student responses to the task.
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To ensure fairness to all students when using an assessment task which cannot be assumed
to be unseen by students in a particular class at a school, schools typically:
- develop parallel assessment tasks for use by different classes;
- collect and retain assessment tasks and all student responses to the task until all
of the classes/schools have administered the task;
- modify assessment tasks before re‐using them in the future; and
- do not inform students of the source of any assessment task which is set
externally and/or published.
Mark and provide feedback to students within a reasonable amount of time, typically no more
than two weeks.
Record results on SEQTA.
Inform parents if a student has failed an assessment.





2.0 ASSESSMENTS AND GRADING
2.1

Middle School

COLLEGE and STATE GRADES
Each Semester a College grade and a mark is assigned for each subject and where students are on
an IEP. Where appropriate an examination mark is also assigned.
In Western Australia, the School Curriculum and Standards Authority (SCSA) reporting policy
requires that student achievement in these learning areas be reported on a five-point scale.
Letter Grade

Achievement descriptor

A

The student demonstrates excellent achievement of what is expected for this
year level.

B

The student demonstrates high achievement of what is expected for this year
level.

C

The student demonstrates satisfactory achievement of what is expected for this
year level.

D

The student demonstrates limited achievement of what is expected for this year
level.

E

The student demonstrates very low achievement of what is expected for this year
level.

These grades can be interpreted as the ‘state-wide’ or State Grade for the relevant course. The
grades are derived by reference to SCSA ‘Judging Standards’ guidelines that are used to moderate
assessment grades in all schools across the State.
Consistent with national reporting requirements, St Norbert College has chosen to provide
information that describes student achievement in comparison with others in their peer group in
this College.
As the College operates streamed classes (Extension, Advanced, General, Mainstream, Enrichment)
in English, Humanities, Mathematics, Science and Religious Education (Year 10 only), the report
also refers to the students’ achievement in their stream. The College Grade reports on student
performance within that sub-group and therefore may not be the same as the State Grade (full
cohort for the Year).
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For Example: A student may be achieving an “A” grade in Mainstream but when compared with
the whole cohort according to the achievement standards for Year 10, may achieve a State Grade
of “B”.

Modified Curriculum
Examples of modified curriculum include documented Individual Education Plans (IEPs),
differentiated learning plan or personalised learning plans. Before being implemented, these plans,
and their reporting implications, are negotiated between the school, the students and their parents
or carers. A small number of the students on IEPs may receive a written comment for a subject
rather than a grade.

2.2

Senior School

A grade and a mark are assigned for each Course Unit completed (i.e. if the student completes the
College’s structured education and assessment program within the given time frame). Where
appropriate a separate mark for examination, practical and written assessment tasks is also
assigned.
Examinations for Year 11 and 12 ATAR Courses are held in Semester 1 and 2. Typically, the final
Year 12 College Examinations are held during the Term 3 holidays.
In addition to assignments, tests and examinations (ATAR Courses only), all students enrolled in a
Year 12 General or Foundation course are required to complete an Externally Set Task (EST) for that
course.
The EST is administered in Term 2 in a period prescribed by the School Curriculum and Standards
Authority. The design brief for the EST is provided in the Year 12 syllabus and the Authority informs
schools during Term 3, in the previous year, of the Unit 3 syllabus content on which the task will be
based.

3.0

NON- SUBMISSION/COMPLETION OF AN ASSESSMENT TASK
3.1

Attendance

The College expects students to complete all assessment tasks including in-class assessments, outof-class assessments and examinations. Where a valid reason is provided to the College, measures
will be taken to provide the student with an additional opportunity to complete the assessment or,
failing that, provide them with a standardised result. In situations where a valid reason is either not
provided to the College or not accepted by the College, the failure to attend a scheduled in-class
assessment task or submit an out-of-class assessment task on time may result in the student
receiving a mark penalty. This could mean that the student is awarded an E grade on the student’s
Report, and on the Statement of Results issued by both the College and the School Curriculum and
Standards Authority which may in turn affect their achievement of a WACE.
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3.2 Penalties
For any late out-of-class assessment task, where the student does not provide a reason, which is
acceptable to the College, the following penalties apply: 10% reduction in the mark for each day
not submitted.




Weekends count as 20%.
The reduction is based on 10% of what the task is worth not what the student achieves.
This may lead to a score of zero being given

For any missed in-class assessment task where the student does not provide a reason, which is
acceptable to the College, the following penalties apply:



a mark of zero
A College sanction such as a rostered detention.

It is important to note the following situations are deemed as invalid reasons for a student missing
a scheduled assessment:




Events that can be rescheduled are not a valid reason for non-completion or nonsubmission of an assessment task (e.g. sitting a driver’s licence test, preparation for the
school ball).
Family holidays during the term or unapproved Extended Student Leave are not considered
a valid reason for non-completion or non-submission of an assessment task.
Failure of IT (laptop, desktop, USB or printer) may not be considered a valid reason
especially in relation to tasks that have been set for completion over an extended period
of time.

3.3 Acceptable Reasons For Non-Submission Or Non-Completion
Assessment Catch-Up
To ensure that student assessments are completed and returned in a timely manner, the College
maintains the expectation for students that are absent from assessments to complete these upon
their return to the College.
The College prioritises student attendance in classes in order to maintain the flow of the curriculum,
enable effective teaching and learning and aim for teachers to complete marking, evaluation and
feedback maximise student achievement.
The schedule of Assessment Catch-Up sessions ensures that these aims can be achieved, with the
sessions taking place after school from 3:30pm to 4:30pm on scheduled dates through each term
(with the exception of Monday afternoons). Where possible, students are encouraged to complete
in-class assessment tasks that they have been absent from, within seven days of the absence, in
order for the assessment to be included in their course achievement.
Where an absence from an assessment has occurred, the following procedures will be applied:



The subject teacher will inform the student and parent/carer of the missed assessment and
the next scheduled date of the Assessment Catch-Up session.
The subject teacher will place a copy of the missed assessment at Student Services for the
supervising teacher – all required instructions will be included on the Assessment Catch-Up
Cover Sheet and attached to the front of the Assessment Task.
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The completed assessment will be returned to the subject teacher for marking and evaluation.
(No academic penalty will be applied).

Any student who has not attended within the seven-day period following the missed assessment
will be referred to the Head of Learning Area and/or the Dean of Studies. The College will examine
the circumstances of any ongoing absence or non-completion of assessments, and will reserve the
right to make adjustments to marks or grades. The College will reserve the right to apply other
academic penalties.

Application for Extension or Exemption
Where a student is likely to experience difficulty meeting a deadline they must discuss the matter
with the teacher at the earliest opportunity before the due date. When seeking an extension, an
application form must be completed and lodged at least 24 hours before the due date. The
Application for Extension forms are available from Student Services and requires parent or
guardian signature.
The penalty for non-submission or non-completion will be waived if the student provides in a letter
or email a reason acceptable to the College. For example:



Where sickness, injury or significant personal circumstances for part or all of the period of an
out-of-class assessment task prevents completion and submission.
Where sickness, injury or significant personal circumstances prevents a student attending on
the day that an in-class assessment task is scheduled.

In such cases the parent/carer must:




Contact the College before 9.00am on the day outlining the reasons for non-submission or
non-completion and
Provide a medical certificate, a letter of explanation or an email immediately the student
returns.
Complete an Application for Exemption form when requested by the teacher in cases when a
student is unable to complete the task with an Extension.

Where the student provides a reason acceptable to the College for the non-submission or noncompletion of an assessment task the teacher will select the most appropriate of the following
options:




Allow students to complete the assessment at the Assessment Catch-Up session over the
following week (In-class assessments only – Preferred option), or
Apply the SEQTA “Standardised score by Group” where assessment tasks have been grouped
by type, or
Decide on an alternate assessment task if the missed assessment is the only one of its type.

This application of the SEQTA standardised score is to be done just prior to the commencement of
the reporting period. All final marks are to be rounded to the nearest whole number.

4.0

CHANGES OF COURSE UNITS IN SENIOR SCHOOL
When a student commences a course unit late they are at risk of being disadvantaged compared to
others in the class. An application to transfer is made through the appropriate Deputy Principal. A
meeting may be held with the parent/carer to discuss student progress and the requirements
necessary for the student to be assigned a grade in the new course unit.
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The recommended deadlines for changes are:
 Friday of Week 4 of Term 1 for all Semester 1 units
 Friday of Week 10 of Term 2 for all Semester 2 units.
When a student transfers to a different unit in the same course, or a unit in a similar course or a
similar subject, the marks from any assessment tasks that assess the syllabus will be used. These
marks may need to be statistically adjusted to ensure that they are on the same scale as the marks
for all students in the new class.
Where additional work and/or assessment tasks are necessary, the teacher will develop a
personalised education plan showing the extra work to be completed and the modifications to the
assessment outline. The plan will be discussed with the parent/guardian and provided to the
student.

5.0

CHANGE OF ELECTIVES IN MIDDLE SCHOOL – YEARS 8-10
When a student commences an Elective course unit late they are at risk of being disadvantaged
compared to others in the class. An application to transfer is made through the appropriate Deputy
Principal. A meeting may be held with the parent/guardian to discuss student progress and the
requirements necessary for the student to be assigned a grade in the new Elective course unit.
The deadlines for changes are:
 Friday of Week 2 of Term 1 for all Semester 1 units – Year 8 to 10
 Friday of Week 2 of Term 3 for all Semester 2 units – Year 8 ONLY
As Electives in Year 9 and 10 are year-long, changes to Electives in Semester 2 will only be permitted
at the advice and the approval of the teacher. eg Specialised Basketball.
Any changes to Year 8 electives must enable students to fulfil the reporting requirements as
mandated by the School Curriculum and Standards Authority. Students in Year 7 do a mixture of
compulsory electives in accordance with the reporting requirements of the School Curriculum and
Standards Authority and so are unable to change their electives.

6.0

TRANSFER OF YEAR 11 OR 12 STUDENTS FROM ANOTHER SCHOOL
It is the responsibility of any student who transfers into a class from the same course or subject at
another school, to provide the College with the details of all completed assessment tasks.
A Deputy Principal will contact the previous school to determine:
 the part of the syllabus that has been completed
 the assessment tasks which have been completed
 the marks/ratings awarded for these tasks.
The Head of Learning Area/Teacher- in-Charge will:
 determine how the marks from assessment tasks at the previous school will be used. Where
necessary, these marks will be statistically adjusted to ensure that they are on the same scale
as those at St Norbert College
 determine the additional work, if any, to be completed
 determine the additional assessment tasks, if any, to be completed to enable a grade to be
assigned
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Where additional work and/or assessment tasks are necessary, the teacher will develop an
individual education plan showing the extra work to be completed and the modifications to the
assessment outline. The plan will be discussed with the parent/guardian and provided to the
student.

7.0

ACCESS TO SENIOR SCHOOL ASSESSMENT DOCUMENTATION AND MARKED
ASSESSMENT TASKS
It is the individual student’s responsibility to retain their marked assessment tasks or copies of them.
The marked assessment tasks must be retained at least until the school’s grades are approved by
the School Curriculum and Standards Authority in December for Year 12 students and March of the
following year for all other students. These marked assessment tasks must be submitted to the
school on request.
The teachers’ assessment outlines and records must be retained by the school at least until the
school’s grades are approved by the School Curriculum and Standards Authority in December for
Year 12 students and March of the following year for all other students. Assessment records,
including teachers’ marks books, need to be retained in accordance with the State Records Act
2000.

8.0

CHEATING, COLLUSION AND PLAGIARISM
All work in each individual assessment task must be the work of the student.
Students are not permitted to submit for marking/rating, as original, any work, which contains:
 identical or similar material to the work of another person (e.g. another student, a parent, a
tutor)
 identical, or similar material to a published work unless the source is acknowledged in
referencing or footnotes.
Students must not cheat (i.e. engage in a dishonest act to gain an unfair advantage). If a student is
believed to have engaged in cheating, collusion or plagiarism, the teacher will refer the matter to
the Head of Learning Area/Teacher- in-Charge. As part of this process, the student will be provided
with the right of reply.
Where a student permits others to copy their work they will also be penalised.
If it is demonstrated beyond reasonable doubt that a student has cheated, colluded or plagiarised,
the following penalties will apply:




a mark of zero for the whole assessment task or
a mark of zero for part of the assessment where the teacher can identify the part of the assessment
task that has been copied or plagiarised or
for a VET assessment a “Not Yet Competent” mark for the who assessment submission
The parent/carer will be informed of the penalty and any further disciplinary action e.g. Rostered
Detention.

9.0

CONDUCT AND BEHAVIOUR DURING ASSESSMENTS
Only materials approved by the subject teacher should be brought into the room where an
assessment is being conducted.
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During an assessment no communication by word or otherwise between students is allowed unless
such communication forms part of the assessment task. Students wishing to communicate with the
teacher or a supervisor should raise their hand to attract attention. They must leave the assessment
room in silence and in an orderly fashion when directed by the teacher or supervisor.
Students are required to observe all the usual uniform and grooming rules at St Norbert College. The
College Administration has the right to deny access to the assessment room to any student who does
not meet these requirements.
If the assessment is a written one then students must not leave their desks until all papers in the
room have been collected.

10.0 EXAMINATIONS
10.1

Breaches of Test or Examination Conditions

It is the responsibility of all students to ensure that they understand all instructions relating to the
test or examination. Specific instructions relating to Senior School Examinations are contained in
the Examination Procedures booklet issued to all Senior Students prior to the commencement of
examinations.
Breaches of Examination conditions will be reported in writing by the teacher or supervisor to the
Dean of Studies (or another member of the College Leadership Team) as soon as possible after the
breach has occurred.

Examination Penalties:


Copying from another student’s work
Cancellation of that subject paper. Zero mark recorded and student removed from the
examination room.



Collusion between students
Cancellation of that subject paper. Zero mark recorded and removal from the Examination
room for each of those involved, together with an inspection of prior papers in any common
examination for evidence of collusion.



Possession of unauthorised materials
Cancellation of the whole or parts of a candidate’s paper and equivalent marks deducted
where unauthorised materials are considered to be relevant to the subject being examined
(whether or not actual use is established). This includes non-approved calculators, phones or
smart watches.



Marking on authorised materials
Cancellation of the whole or parts of a student’s paper and equivalent marks deducted where
markings in tables, data books, etc. are considered to be relevant to the subject being
examined (whether nor not actual use is established).



Removal of examination materials
Unauthorised removal of examination materials from the examination room will result in
cancellation of the part (s) removed and equivalent marks deducted.



Examination room behaviour
Blatant disregard of examination room regulations will result in the removal of the student
from the examination room and will result in cancellation of whole or parts of a candidate’s
paper and equivalent marks deducted.
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Failure to follow examination instructions
Cancellation of the whole or parts of a student’s paper and equivalent marks deducted where
his/her failure to follow examination instructions is considered to have given the student an
advantage over the other students.

10.2

Right of Appeal of Examination Results

All students have the right to appeal their examination results on the following grounds:
 a breach of examination conditions did not occur;
 the College procedures used to determine if a breach occurred were not proper; and
 the appeal must be lodged with the College Principal within five calendar days of the despatch
date of the penalty notification.

10.3

Sickness/Misadventure during Examinations

Consideration may be given to students suffering from a temporary sickness, non-permanent
disability or events which they believe may have affected their performance in the examination(s).
The sickness / misadventure procedures apply only to disadvantage suffered close to or during the
Examination Week. Long term illness and language difficulty cannot be given consideration.
A student suffering from a temporary illness at the time of his/her scheduled examination may have
the examination re-scheduled only if a medical certificate is provided to the Dean of Studies.

10.4

Attendance at Examinations

Under normal circumstances students will not be permitted to sit Examinations early or after the
nominated time. Approval for varying the time of an exam must be obtained from the Dean of
Studies prior to the start of the examination period. Approval will not be given to students who
miss exams for holidays. If a student is unable to sit an examination for valid reasons, then an
EXEMPTION FORM must be completed and submitted to the Teacher as soon as possible.

10.5

Special Considerations for Examinations

The School Curriculum and Standards Authority recommends that schools implement at school
level only special arrangements consistent with those provided by the School Curriculum and
Standards Authority for the external examinations.
Students therefore must follow the same process when seeking special consideration for
examinations. Year 12 students are required to complete the School Curriculum and Standards
Authority’s Application for Special Examination Arrangements form available from the Dean of
Studies by the end of Term One. Each application will be considered on its merit and the student
will be notified of the result of their application before the commencement of the Semester One
examinations.
For further information on the special considerations for available to students for WACE Exams
should go to:
http://www.curriculum.wa.edu.au/internet/Senior_Secondary/Exam_Information
Students in Years 7 to 11 who are identified as requiring special considerations due to dyslexia,
ADHD, hearing or sight impairments are issued with a Special Arrangements for Assessments and
Examinations (Purple Card) at the start of the year by the Learning Support Co-ordinator. It is then
the student’s responsibility to communicate with their teachers and the Dean of Studies as to which
special conditions they will use. This must be done at least 2 weeks prior to the examination period.
All issues related to the sitting of exams are to be directed to the Dean of Studies by phoning the
College on 9350 5433.
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11.0 REVIEWING MARKS AND GRADES
When a student considers that there is an issue about the marking of an assessment task or about
the grade assigned for a course unit or subject they should, in the first instance, discuss the issue
with the teacher.
If a marking or grading issue cannot be resolved through discussion with the teacher then the
student or parent/guardian should approach the Head of Learning Area/Teacher-in-Charge of the
course or subject.
If a marking or grading issue cannot be resolved through discussion with the Head of Learning
Area/Teacher-in-Charge, then the student or parent/guardian should approach the appropriate
Deputy Principal. Where an issue relates to Certificate courses, the appropriate Deputy Principal
will consult with the Head of Careers and VET, and if necessary the Registered Training Organisation
responsible for the certificate.
Following the issuing of final grades and scores in any Course of Study, the student or
parent/guardian can request, using the Appeal form available from the appropriate Deputy
Principal, that St Norbert College conducts a formal assessment review, if they consider that the
student has been disadvantaged by any of the following:





The assessment outline for the course unit or subject does not meet School Curriculum and
Standards Authority requirements – only applicable to those students taking Course of Study
units.
The assessment procedures used in the class do not conform with the College’s Assessment
Policy.
Procedural errors have occurred in the determination of the mark and/or grade.
Computational errors have occurred in the determination of the mark and/or grade.

The appropriate Deputy Principal, will conduct the review. The reviewer will meet with the parent,
student and the teacher and prepare a written report. This report will be provided to the student
and parent/carer.
If this review does not resolve the matter, the student (or parent/carer) in Year 11 or 12 may appeal
to School Curriculum and Standards Authority. Further details about closing dates and the process
for appealing to the School Curriculum and Standards Authority can be obtained from their website.
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3.3 ATTENDANCE POLICY
Rationale

_______

All students are expected to attend school unless they have significant reasons for being absent.
All students need to arrive at an appropriate time in order to prepare themselves properly for the work
they have to do during the day.

Responsibility
Parents are expected to plan to have their children arrive at the College by 8.30am. It is the responsibility
of any student who arrives at the College before 8.25am to wait in the Year 8 Area until 8.25am when they
move to their designated Year group areas.
Where an absence is known in advance, it is the responsibility of the Parent/Carer to notify the College
prior to the absence. If the absence is to be for a lengthy period of time, then the relevant Deputy Principal
must be informed.
Parents must contact the College prior to 8.45am on 9350 5433 or send a Direqt Message via SEQTA or via
email at absentee@norbert.wa.edu.au, to advise if their child is absent. It is a legal requirement that a
note must be forwarded to the Homeroom Teacher with the student upon their return to school explaining
the reason for the absence. If the absence is more than two days, a medical certificate is required.
Student attendance is carefully monitored through a variety of measures. When a student is recorded as
absent during Homeroom and Period 1 without parent notification, a SMS is sent to parents/carers by the
College Receptionist to verify that the absence is genuine. Staff members are also required to notify the
office if any variations to student attendance occur during the day. Such absences are also followed up by
Student Services.
It is the responsibility of the student to bring a signed note to the College upon their return from an
undocumented absence. Students who do not have a valid reason for being absent are followed up initially
by the Homeroom teacher and then by a letter sent home if no note is received. Homeroom teachers are
required to forward any absentee notes to Student Services via the Homeroom folder.
It is the responsibility of the College to show information on the number of days absent on both Interim
and Semester Reports, and that it is provided to Australian Government Department of Education, Skills
and Employment (AGDOE) and the Department of Education Services (DES).

Absences

_______

Absence due to Family Holidays or Unapproved Extended Student Leave
The College strongly discourages families from taking holidays or extended leave during school time. If
absolutely necessary, parents must inform the Principal or Deputy Principals in writing, well in advance,
stating the reasons and dates of the anticipated absence.
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Students who are absent from school due to family holidays may not receive the support of teaching staff,
may not be able to meet the subject completion requirements and, in the case of Year 12, place at risk,
their ability to graduate from St Norbert College.

Absence from an Assessment Task
Students who miss a test or are absent on the date an assessment task is due must ring the College (as
required for all absences) on the morning of the test and bring a written note from parent(s) or a Medical
Certificate to the teacher on the day the student returns to school, stating a valid reason for the absence.

Attendance at Examinations and Tests
To ensure fairness to all, students are expected to attend examinations as scheduled. If a student is sick, a
Medical Certificate will be required, and an alternative arrangement will be determined.
Examination weeks are publicised in the Calendar and on SEQTA-Learn and SEQTA-Engage. Participation in
family holidays at these times is not an acceptable reason for missing an examination.
Students who miss a test or exam through documented valid reasons, will be permitted to sit the test
provided the test or exam has not been returned to students.
Students who are absent for a prolonged period for valid, documented reasons may, at the teacher’s
discretion and after consultation with the Head of Learning Area:

Sit an alternative test upon return to school; or

Be marked absent without marks penalty. For Years 11 and 12 the student may be required to fulfil
additional Subject Completion Requirements.

Late Arrival
Students should arrive at Homeroom by 8.45am. Students who arrive after 8.45am are sent to Student
Services and are recorded as being ‘Late to School’ and a summary of this data appears on the Interim and
Semester Reports.
All students are required to bring a note to explain any absence or late arrival.
Students who arrive late without a note or satisfactory explanation will:
 On the first occasion receive a verbal warning from their Homeroom teacher
 On the second occasion be issued with a litter duty by their Homeroom teacher
 On the third occasion be issued with a lunchtime detention by their Homeroom teacher
 On the fourth occasion be referred to their Head of House for a rostered detention.
Parents/Carers are notified by Student Services if a student arrives after 8:45am without a valid reason.

Strategies to improve attendance
Strategies implemented at St Norbert College endeavour to prevent attendance issues or problems but also
implement strategies for students that have difficulty with regular attendance.


The College has implemented whole-school classroom management and instructional skills to
promote learning programs to enable effective teaching and learning including differentiated
learning that is cognisant of the skills and abilities of each student.



The College will work to ensure that teachers and staff are welcoming to students and are genuinely
interested in their well-being.
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The College will work to ensure that the College Reception and Student Services are welcoming to
students and families.



The College has developed student ownership and pride in the College as part of a House System.



The College has a Harassment/Bullying Policy which assists students in identifying bullying and
responding appropriately.



In order to identify attendance concerns, effective monitoring systems and processes are
implemented. Period Based Attendance allows teachers instant data as to student absences.
Attendance data is sent by Reception and analysed daily by Heads of House to determine patterns
or concerns. Homeroom teachers are to notify Heads of House if they are concerned about
absences. Heads of House and Deputy Principals contact parents/carers when a student’s
attendance drops below 90%.



The Pastoral Care Team meets regularly to monitor attendance issues and develop strategies and
intervention plans.



Students are not permitted to leave the College unless accompanied by a parent/carer. If a student
is required to leave the College unaccompanied, (e.g. catch a train or bus) a call by Student Services,
or the Deputy Principal, is made to the parent to verify.



When attendance issues begin to surface, immediate contact is to be made with the family by the
Head of House, Deputy Principal or Counsellor.



Attendance interviews with the family focuses on finding positive solutions, emphasising the family
capacity to impact upon a change in attendance patterns.



The College establishes a key contact at school (e.g. Head of House or Counsellor) for family
members to work with.



Parents are made aware of their obligations relating to student attendance.



Student and parents are advised that the College may need to report prolonged or regular absence
(below 80%) to Department of Education Services (DES).



The College may provide a staff mentor (who in some cases may/may not be the Homeroom
teacher) when appropriate to improve attendance.



The College works with Hospital services for those students who have extended absences due to
illness. The College provides these students with work and work programs. Students are also
monitored on their return and in some cases a transition program is implemented.



Heads of House will interview students who have had extended or regular absences to identify any
issues and may refer the issue to the College Counsellor, College Psychologist or Deputy Principal.



The College identifies students that are wanting to pursue an apprenticeship or want to leave
school for work. With these students, the College offers career help and guidance. The Head of
Careers & VET provides opportunities to pursue work experience which often leads to continued
employment and/or an apprenticeship. Attendance improves as the student is motivated to come
to school because they have a recognised outcome and/or goal.
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3.4 HOMEWORK POLICY
Rationale

_____

Homework encourages students to achieve greater academic success. It assists students to develop a
greater understanding of their subjects and promotes the development of their personal learning skills.

Aims and Responsibilities

_______

Aims of Homework




Homework may constitute work that is assigned to assist students with greater retention of factual
knowledge or content and improved understanding of concepts.
Homework may also provide an opportunity to develop critical thinking, problem solving and
information processing skills.
Homework may allow students to develop their skills for self-discipline, organisation,
commitment, risk taking, goal setting and perseverance.

Homework is the joint responsibility of students, parents and teachers.

Homework Responsibilities of Students
Students should aim to achieve the following:
1. Develop a visible and timely homework and revision plan that utilise available resources for goal
setting and planning.
2. Record all homework in the College Diary.
3. Attend to their homework in a quiet area with suitable lighting and free from distraction.
4. Complete all homework tasks to the best of their ability.
5. Adhere to all due dates and deadlines.
6. Seek assistance from their teachers to ensure understanding of the required course curriculum.
7. Seek assistance from others for guidance and support, and ensure that all work completed is
original and free from plagiarism.

Homework Responsibilities of Parents
Parents are encouraged to:

Demonstrate positive attitudes of interest and support for assigned homework.

Support the provision of homework completion in a quiet area with suitable lighting and free from
distraction.

Ensure that homework is completed within the expected timeframe and by the due date.

Monitor the progress towards completion of homework through the College Diary, particularly for
students in Years 7 – 10.

Promote expectations of student work that seek improvement through realistic and achievable
standards.

Actively supervise homework

Maintain contact with the subject teacher(s) through the College Diary, telephone or Direqt Message
(SEQTA) as concerns arise.
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Homework Responsibilities of Teachers
Teachers should aim to:
1. Provide clear and explicit instructions for the completion of homework.
2. Assign homework regularly as the need arises.
3. Set realistic timelines for the completion of tasks.
4. Consider the provision of assigned work for a range of students and provide opportunities to
develop a variety of skills.
5. Provide the appropriate modifications to assigned tasks for students with learning difficulties.
6. Ensure all students have the opportunity to experience success with assigned tasks and aim to
extend student capabilities.
7. Complete regular checks for the completion of homework and provide the appropriate feedback to
students.
8. Maintain regular and frequent communication with parents as issues or problems arise with
homework.
9. Ensure the marking and return of assessed homework is completed within a reasonable time frame.
10. Record and follow up the non-completion of homework on SEQTA.

Non-Completion of Homework
The teacher is responsible for monitoring the completion of homework and assessments provided to
students. The following actions will be implemented by the subject teacher for incomplete homework and
assessments:
First occurrence

The student is issued a warning and the
Parent/Carer will receive a notification via SEQTA.

Second occurrence

The student is issued with a second warning and the
Parent/Carer will receive a notification via SEQTA.

Third occurrence

The student is issued with a Personal Detention
and the Parent/Carer will receive a notification
via SEQTA.
The student is issued with a Rostered Detention
and the Parent/Carer will receive a notification
via SEQTA.
The student may also be referred to the relevant
HOLA, the Dean of Studies or Deputy Principal

All subsequent occurrences
Ongoing concerns with non-completion of
homework

The Subject Teacher will record the details in SEQTA (Pastoral Care > Homework) and the Head of Learning
(HOLA) will monitor infringements on a weekly basis to note issues with regards to student completion of
homework.

Student Support
For many Year 7 students, the experience of being assigned homework may be new or unfamiliar and
therefore the student may have not yet developed the skills necessary for successful completion of
homework. As a result, a Year 7 student will receive additional support or guidance to complete homework
in Term 1, and will not be issued with sanctions for non-completion of homework.
Please note that the non-completion of homework for a Year 7 student will be recorded in SEQTA and the
subject teacher may direct a student to attend a scheduled homework support/help classes to assist the
development of the required skills as stated in the Homework Aims.
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Homework Policy Flowchart
Procedure for Subject Teachers to record incomplete homework and assessments

Fourth and subsequent occurrence within the Term.

Seventh and subsequent occurrence within the Term.

Seventh and subsequent occurrence within the Term.

Thirteenth time homework/assessments are not completed in the Term:
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Study and revision
Study
Since studying is a skill learned by practice, the following guidelines are presented to assist students
develop efficient study habits at school and at home.

Studying at School
Apart from following the instructions and advice given by teachers in particular lessons, students can
develop ‘study assist’ habits.
a)
Readiness - having the necessary equipment at hand (e.g. ruler, pen, file).
b)
Preparation for class - ruling pages beforehand, having required text books, pre-reading where
appropriate.
c)
Listening - the practice of noting key words and phrases while listening to another person
talking assists with developing concentration.
d)
Asking questions to improve understanding.

Homework and Study
Homework aims to prepare, review and extend student learning while study is a review of concepts
already covered in class that need further consolidation for assessments. Study may be structured by
the teacher or initiated by the student.

Suggested times for Homework and Study
The following table is a guide only and is dependent on the nature of the subject and a student’s
involvement in extra-curricular activities.

Year
7
8
9
10
11
12

Subject Time Allocation
Focus on Literacy and Numeracy

Minutes per
sessions

Sessions per Approximate
week
hours per week

40 – 60

5

3.5 - 5

60

6

6

1.5 hrs per week for each subject

90

6

9

2 hrs per week for each subject

120

6

12

2.5 hrs per week for each subject

150

6

15

3 hrs per week for each subject

180

6

18

1 hr per week for each subject

Use of the College Diary
The College Diary should assist with homework and study in the following ways:

Record all homework, test dates and due dates for assignments.

Be taken by all students to all classes.

Be checked by subject teachers to ensure homework is entered in the diary.

Reviewed and evaluated by the Homeroom Teacher regularly.

Be a means of communication between parents and teachers.

Be maintained in a neat and appropriate condition, free from graffiti, stickers, notes or
inappropriate logos and images.
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3.5 SPECIAL LEARNING PROGRAMS
Rationale

____

St Norbert College is committed to the growth of the whole person within the ethos of the Norbertine
tradition, and offers a rich and varied curriculum in recognition that students are at different points in
their learning, and in some instance require particular programs to maximise their potential. These
alternative programs range from those directed to meet individual needs, to enrichment classes and
extension opportunities in addition to classes in core subjects.

Definitions
Nature and Scope
The Special Learning Programs at St Norbert College provide for those ‘Students with Special Needs’ i.e.
students who require some adaptations to the regular school setting, curriculum, instructional style or
access to additional service to enhance their learning and social development.
The term ‘Students with Special Needs’ includes:





Students with disabilities,
Students with learning difficulties,
Students who are gifted and talented and
Students who may be alienated from schooling.

Students with Disabilities
The Western Australian School Education Act, 2001 bases the definition of disability on that used in the
Disability Discrimination Act (1992) and those contained within other relevant state government
documentation. In the context of this document, in accordance with the Commonwealth Special
Education Targeted Program definition for provision of funding and additional support for students with
disabilities in Catholic schools, students with disabilities are those who have been assessed by an
accredited professional as having an intellectual, sensory, physical, social/emotional or multiple
impairments, to a degree that significantly affects learning and development.

Students with Learning Difficulties
Students defined as those with Learning Difficulties are students who:




Do not have an identified intellectual disability and whose reasoning appears commensurate with
chronological age, yet who exhibit significant and on-going difficulties in key aspects or particular
areas of academic learning
Are achieving significantly below general expectation for their age and general ability and who
require specific, differentiated provisions to achieve their potential
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Academic Excellence Program

The Academic Excellence Program at St Norbert College provides an opportunity for students to extend
their learning beyond the classroom, and be challenged through participation in learning challenges and
academic competitions. The program provides opportunities for students to develop and enhance their
creativity and problem-solving skills.
Students that engage in the program attend the weekly before-school program and have engaged with
engineering challenges (Designing and building model bridges); multimedia advertising campaign
challenges and preparation to participate in the Tournament of Minds competition.
The program for students in the Senior School is designed to support academic success through workshops,
seminars and contacting various alumni to return as guest speakers.

Students who are alienated from schooling
Some students’ life experiences, family and school issues encourage them to feel alienated from school.
The creation of different education structures supported with different assessment and curriculum assists
these students to maintain their engagement with formal education.
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3.6 PASTORAL CARE POLICY
Rationale

______

Pastoral Care at St Norbert College is informed by and given its spirit by the school’s place as part of the
evangelical ministry of the Church1. It has the primary aim of enhancing the dignity of every person within
the faith community. Pastoral Care is also concerned with the formation of the whole person2 by
maximising intellectual, physical, emotional, social and spiritual development, enabling a person to become
inner-directed and a contributing member of God’s creation3.
In order to achieve these aims, Pastoral Care at St Norbert College is integrated into every aspect of an
integrated school structure that includes faith, community, service, curriculum and organisational
structures. A religious or spiritual dimension infuses all these aspects4 as the “Catholic school is in essence
the face of Christ in the community”5.

Procedures
Aims and Objectives of Pastoral Care
To promote the development of a faith community by:








Providing an environment that is safe, supportive and nurturing in order for productive teaching
and learning to occur.
Encouraging all to live a life of goodness based on the life of Jesus and gospel values which include
acceptance, forgiveness, love, service, freedom and respect.
Providing opportunities for all in the community to engage in expressions of personal faith. These
may include participation in the sacraments, liturgy, prayer and meditation.
Ensuring that Church and Norbertine tradition (through the inspiration of St Norbert and
St Augustine) forms the basis of faith development through all aspects of school life; in particular
feast days, St Norbert Day and other significant Church or Norbertine events.
Ensuring that the College Motto, Mission Statement and College Values underpin the formation of
a Christian Community to give a clear sense of direction.
Developing fellowship, sense of pride, belonging, strong interpersonal relationship and acceptance
of cultural differences based on Gospel principles.
Involving everyone in the development of community including Norbertines, students, parents,
past students and all staff.

The provision of opportunities for staff and students to give service to the Church and humanity as an
essential aspect of practice in the school. Service should involve the development of an appreciation of the
needs of others particularly the less fortunate by practically assisting those that suffer6. Service should also
be encouraged through contribution to the local Church, Parish and Secular Community in order to improve
Australian society and for people to live as exemplary citizens.
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A variety of student needs and abilities are catered for at St Norbert College. Appropriate assessment,
evaluation and reporting tools and methods are used. Principles of Catholic social justice teaching informs
the curriculum and includes such aspects as understanding concepts, acquisition of knowledge, developing
life skills, exploration of beliefs and values and discovery of truth. Understanding of the prevailing secular
culture, importance of sound communication strategies and parental involvement are critical components
of curriculum at St Norbert College7. The provision of a leadership structure that is open and supportive of
all in the community with a focus on service and availability, and just allocation of resources and the
development of rules and standards are essential considerations in the provision of Pastoral Care at the
College.

Pastoral Care Roles
The pastoral care and development of students at St Norbert College is the responsibility of all staff within
the College. Some staff members have more specific pastoral care roles.

Homeroom Teacher
The Homeroom Teacher is the first person in the pastoral care network and is responsible for the pastoral
care of the students in the Homeroom group. The Homeroom Teacher is the first contact for these
students. He/she is the person to whom students of the Homeroom group relate, and who fosters a sense
of belonging within that group. The Homeroom Teacher is responsible for reporting to the parents on the
general progress of the students and for organising parent-teacher meetings when required. The
Homeroom Teacher works in close consultation with the Head of House and the student’s subject
teachers. As part of a team, the Homeroom Teacher contributes to fostering the growth of the students
as whole persons.

Subject Teacher
The Subject Teacher has the responsibility to establish a trusting relationship with students in their classes.
Effective Subject Teachers recognise that each student is a child of God, of inestimable worth and deserving
of the greatest respect. They also recognise the weakness of human nature and that no two students are
exactly alike. The Subject Teacher has the responsibility for the delivery of effective programs of work,
under the direction of the Head of Learning Area, and liaises with the student’s Homeroom Teacher in
matters relating to that student’s progress.

Head of Learning Area
The Head of Learning Area is responsible for the development, implementation and review of all courses of
study within the Learning Area. The Head of Learning Area is responsible for monitoring the progress of all
students in these courses and for providing adequate advice and support to the subject teachers. The Head
of Learning Area has a particular responsibility to assist teachers in the Learning Area with the management
of student behaviour. The Head of Learning Area works closely with the Principal, Deputy Principals and the
Dean of Studies.

THE PASTORAL CARE TEAM
Head of House/Head of Year 7
The Head of House holds an important position of Leadership within the House. The Head of House is
responsible for Pastoral Care and behaviour management of students in the House. Heads of House work
proactively to promote Positive Education which includes the promotion of positive emotions, character
strengths, engagement, relationships and mental health. A Peer Support Program and Wellbeing
Wednesdays are co-ordinated by the Heads of House to contribute to the wellbeing of all students. The
Head of House is also responsible for the organisation of House activities and fostering of House Spirit. The
Heads of House works closely with the Head of Year 7 and the Deputy Principals to foster positive
experiences for students within the House. Similarly, the Head of Year 7 is responsible for the academic and
pastoral support of all Year 7 students.
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College Psychologist
The College Psychologist services the College community by providing educational assessments and
counselling. Assessments assist teachers and parents to identify and clarify a student’s level of learning so
as to provide for students’ individual needs. The College Psychologist also provides strategies to help
parents and teachers implement best practice in learning and education. The College Psychologist works
closely with the Pastoral Care Team, Education Support Co-ordinator and Heads of Learning.

College Counsellor
The College Counsellor is responsible for the planning and conduct of those aspects of pastoral care which
meet the personal needs of individual students and their families.

Dean of Studies
The Dean of Studies works closely with the Deputy Principals to monitor students’ academic progress.
The Dean of Studies will assist students in their subject selection and provide parents and students with
information related to graduation, university and TAFE entry. The Dean of Studies will plan and oversee a
study skills and goal setting program for Year 7 – 12. The Dean of Studies analyses WACE results, NAPLAN
and OLNA results, College Exams and the ATAR Exams.

The Deputy Principals
St Norbert College has two Deputy Principals that oversees the overall development and progress of
students in selected Year Groups. The Year Group distributions are as follows:
 Deputy (in charge) Year 7, 9 and 11
 Deputy (in charge) Year 8, 10 and 12
The Deputy Principals have overall responsibility for the pastoral welfare of students. The Deputy Principals
work closely with Heads of House, the Head of Year 7 and Heads of Learning Area to ensure that the
provision of student welfare is of a high standard. The Deputy Principals are responsible for the
development and implementation of policies and procedures to promote the positive behaviour of students
and provide appropriate advice for teachers, students and parents. The Deputy Principals monitor the
safety and well-being of students in the College context and contribute to the development and
implementation of policies and procedures to address and enhance student welfare.

Principal
The Principal has the direct responsibility to ensure that pastoral care permeates all areas of College life,
responding to the individual needs of all members of the community. In identifying these needs, the
Principal works closely with the Deputy Principals and the Dean of Studies and through them with Heads of
Learning Areas and Heads of House/Head of Year 7.

The Prior
The Prior has the responsibility to promote the spiritual and specifically Norbertine values which underlies
the Pastoral Care endeavours of the College. He is advised by, and assists the Principal in ensuring that the
Pastoral Care Policy permeates all aspects of College life. He actively promotes the implementation of the
Policy through maintaining a close co-operation with the College Principal.

REFERENCES

.
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3.7
BULLYING, HARRASSMENT,
AGGRESSION AND VIOLENCE POLICY
(Summarised version)

Rationale
St Norbert College:
 affirms the rights of all members of the St Norbert College community to feel safe and be safe at
school
 acknowledge that being safe and supported at school is essential for student wellbeing and
effective learning
 accepts responsibility for developing and sustaining safe and supportive learning and teaching
communities that also fulfill the school’s child protection responsibilities
 encourages the active participation of all school community members in developing and
maintaining a safe school community where diversity is valued
 actively supports young people to develop understanding and skills to keep themselves and
others safe
 commits to developing a safe school community through a whole-school and evidence- based
approach

Definitions
Bullying is when, over a period of time, an individual or a group intentionally harm a person, who finds it
hard to stop this behaviour from continuing.
Additionally, bullying can be characterised as: causing distress, not only at the time of the attack but also
by the threat of future attacks; and, an imbalance of power (that is inappropriate and where there is
an intention to hurt).
Its nature may be:


verbal - name-calling, put-downs, threats (spoken, written, electronic or online which may
also apply to the following points)



physical - hitting, tripping, punching, throwing objects, stealing, spitting



social - ignoring, hiding, ostracizing



psychological - stalking, threatening looks, spreading rumours, damaging possessions

Harassment is any unwanted, unwelcome or uninvited behaviour which makes a person feel humiliated,
intimidated or offended. (Adapted from Catholic Education Commission of Western Australia Policy,
Harassment in School, 1998). Harassment can be seen as one form of bullying.
Bullying and harassment are often thought of separately, however, both involve a more powerful person or
group oppressing a less powerful person or group, often on the grounds of ‘difference’. These differences
can be related to culture, ethnicity, gender, sexuality, sexual orientation, ability or disability, religion, body
size and physical appearance, personality, age, marital status, parenting status or economic status.
(Bullying. No Way! website cited in the National Safe Schools Framework, 2003).
Unlike bullying and harassment, violence is not necessarily associated with an imbalance of power. It can
occur between people of equal power. It implies extreme forcefulness, usually (but not always) of a physical
kind. (Rigby, cited in the NSSF, 2003).
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Procedures
1

The St Norbert College policy on bullying, harassment, aggression and violence, is based on a
comprehensive risk and needs assessment.
1.1

St Norbert College does not tolerate bullying, harassment, aggression and violence and
encourages all members of the school community to take a pro-active stance that promotes
safety and wellbeing

1.2

Behaviours that are considered to be bullying, harassment, aggression and violence include
but are not limited to:
 Name-calling, teasing
 Hitting, punching or kicking
 Threatening
 Sending hurtful notes, via text messages, via social media
 Deliberately ignoring or excluding
 Rumour
 Interfering with the property of others
 Unwanted sexual innuendo and harassment

1.3

Cyber bullying is the ongoing abuse of power to threaten or harm another person using
technology. Cyber bullying can occur in chat rooms, on social networking sites, through
emails or on mobile phones.

1.4

All members of the community are entitled to be treated with the respect and dignity of
persons created in the image of Christ. Therefore:
 A high standard of co-operation courtesy, language and behaviour is expected from
students both within the College and when representing the College.
 Students should politely follow directions given by staff members.
 Students and staff are to be free from all forms of bullying, harassment and
intimidation.

1.5

Responsibilities of students, parents and families, when bullying, harassment, aggression or
violence is experienced or witnessed.

 Students
o
o
o
o

Be respectful towards other students, staff and member of the College
community at all times
Abide by the St Norbert College Student Code of Conduct
Act with accordance with the College ICT and Social Media Policy
If a student is being bullied or harassed, the following strategies may be used:

Ignore the bullying/bully – show that you are not going to be upset by it

Stay away from the bully, or places where bullying occurs

Be with supportive friends

Use a sense of humour

Be assertive – stand up for yourself by telling the bully to stop

Tell a friend, or talk it over with an older student (e.g. Peer Mentor,
a Captain)

Tell an adult that you are being bullied eg: parent, teacher, Homeroom
Teacher, Head of House, Deputy Principal, College
Psychologist/Counsellor. They will help you make a plan to deal with the
Bullying
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o



If a student is aware of someone being bullied or harassed, the following
strategies may be used to be an effective bystander:
 If possible, you could intervene as the bullying occurs by telling the bully to
stop. This is very useful if you have influence with the bully
 Refuse to join in with the bullying
 Support students who are being bullied – just standing by them can be
enough
 Tell a staff member if you are aware of bullying

Parents/Guardians
If your child reports being teased, intimidated or threatened (verbally, physically,
electronically or psychologically), treat the concern seriously. Children’s
perspectives are very different from adults. What adults perceive as minor incidents
may be very distressing for children. Encourage your child to talk about how he/she
is feeling about the situation. Remind your child that nothing is so awful that they
cannot talk about it with someone else and that they have a right to feel safe at all
times.
Contact your child’s Head of House or the College Psychologist if you detect any
indicators of concern including changes in behaviour or mood that your child may be
exhibiting.
Be assured that the College will support families and that the matter will be dealt
with in a sensitive and caring manner.

Responses to bullying, harassment, aggression and violence at St Norbert College
Students and their parents/guardians are sometimes reluctant to pursue incidents, for fear
that it will only make matters worse. A key part of St Norbert College's prevention and
intervention strategy is to encourage reporting of incidents as well as providing assurance
to students (and parents/guardians) who experience bullying, harassment, aggression and
violence that such behaviour:
• is not tolerated within the College;
• Their concerns will be taken seriously; and
• The College has a clear strategy for dealing with bullying, harassment, aggression
and violence.
The following steps can be used by the Head of House:
Step One – interview with the student being bullied/harassed
Step Two – Interview all the people involved
Step Three – Discuss sanctions with Deputy Principal
Step Four – Contact parents
Step Five – Convene a meeting with the people involved (when appropriate)
Only used during the initial stages and are not appropriate for persistent or severe incidents
of bullying, harassment or violence.
– Share responsibility
– Ask the group for their ideas
– Leave it up to them
Step Six – Meet them again
Step Seven – Further actions (if required)
The Head of House/Deputy Principal will ensure that a record of the reported incident is
kept and that parents are informed of progress and resolution. Confidentiality to be
maintained at all times.
Further information regarding the Bullying Harrassment Aggression And Violence Policy can be found in
SEQTA Engage in the Documents section
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3.8 BEHAVIOUR MANAGEMENT
POLICY (Summarised version)
Rationale
The Behaviour Management Policy of the College is based on the fundamental concept that effective
learning and development is best achieved in an environment where students are cared for and are
challenged to achieve their maximum potential through self-management and respect.
The Behaviour Management Policy at the College is formulated to be positive and pastorally orientated.

Scope
The purpose of the Behaviour Management Policy is to identify and articulate the College’s expectations
regarding student conduct, reflective of the 12 Code of Conduct Statements:
1. Act safely and competently.
2. Give priority to students’ safety and wellbeing in all your behaviour and decision making.
3. Act in accordance with the values of the Gospel as defined in the Code of Ethical Conduct.
4. Conduct yourself in accordance with laws, agreements, policies and standards relevant to your
relationship with the school community.
5. Respect the dignity, culture, values and beliefs of each member of the school community.
6. Treat personal information about members of the school community as private and confidential.
7. Give impartial, honest and accurate information about the education, safety and wellbeing of
students.
8. Support all members of the school community in making informed decisions about students.
9. Promote and preserve the trust and privilege inherent in your relationship with all members of
the school community.
10. Maintain and build on the community’s trust and confidence in Catholic schools and the Church.
11. Act reflectively and ethically.
12. Allow students to have a voice in their decision, safety and well-being.
St Norbert College seeks to provide students with the opportunity to manage and change their
behaviour. The Behaviour Management Policy is founded on Respect and therefore “the use of any
form of child abuse, corporal punishment or other degrading punishment to manage student
behaviour is explicitly forbidden.
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These terms are defined in accordance with the Guide to Registration Standards and Other Requirements
for Non-Government Schools:
Four forms of child abuse are covered by Western Australian law:
1. Physical abuse occurs when a child is severely and/or persistently hurt or injured by an adult or a
child’s caregiver.
2. Sexual abuse, in relation to a child, includes sexual behaviour in circumstances where:
a. the child is the subject of bribery, coercion, a threat, exploitation or violence;
b. the child has less power than another person involved in the behaviour; or
c. there is a significant disparity in the developmental function or maturity of the child and
another person involved in the behaviour.
3. Emotional abuse includes:
a. psychological abuse; and
b. being exposed to an act of family and domestic violence.
4. Neglect includes failure by a child’s parents to provide, arrange or allow the provision of:
a. adequate care for the child; or
b. effective medical, therapeutic or remedial treatment for the child.
Corporal punishment is any punishment in which physical force is used and intended to cause some
degree of pain or discomfort, however light; typically involving hitting the child with the hand or with
an implement; can also include, for example, forcing the child to stay in an uncomfortable position. It
does not include the use of reasonable physical restraint to protect the child or others from harm [from
UN Committee on the Rights of the Child, General Comment No. 8 (2006), paragraphs 11 and 15:
CRC/C/GC/8, 2 March 2007].
Degrading punishment is any punishment which is incompatible with respect for human dignity,
including corporal punishment and non-physical punishment which belittles, humiliates, denigrates,
scapegoats, threatens, scares or ridicules the child [from UN Committee on the Rights of the
Child, General Comment No. 8 (2006), paragraphs 11 and 16: CRC/C/GC/8, 2 March 2007].”

College Rules and Expectations
The rules and expectations are linked to the College Mission statement that fosters the development of our
students as whole persons who will live in faith with the Church and humanity.

Faith Community
St Norbert College is a faith community. Therefore:

Students will support the formal Religious Education program.

Students will participate appropriately in Reflection and Retreat days as required.

Students will participate appropriately in Mass, Benediction and other religious services.

Respect and Dignity
All members of the community are entitled to be treated with the respect and dignity of persons created
in the image of Christ. Therefore:

A high standard of co-operation courtesy, language and behaviour is expected from students
both within the College and when representing the College.

Students should politely follow directions given by staff members.

Students and staff are to be free from all forms of bullying, harassment and intimidation.
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College Environment
All students are entitled to the use and enjoy the College property. Therefore:

All College property will be treated with respect.

Students are to ensure that litter is placed in bins and that grounds are kept tidy

Students are to enter classrooms only under the direction of staff.

Food and drink is not to be consumed in classrooms (clear water bottles are the exception).

Chewing gum is not permitted.

Individual Rights and Responsibilities
All students are entitled to the enjoyment of private property. Therefore:

Students will bring only essential items of personal property to school.

Students will ensure that personal possessions brought to school are consistent with the
Christian values of the College and should be free of graffiti and inappropriate notes and
pictures.

All bags are to be left in lockers.

Students are only permitted access to their own locker (before Homeroom, during recess and
lunch and after school).

Learning as a Core Focus
All students are to be given the opportunity to fulfil their learning potential. Therefore:

Students must attend all classes, have appropriate equipment with them and complete all
designated classwork and homework.

Students will carry a St Norbert College Diary to lessons and will use it in the appropriate
manner.

Students will ensure that their behaviour is conducive to the productive learning of themselves
and other students.

Students are expected to be punctual to all lessons.

Students are not to leave classes during class times unless permission is obtained from their
teacher. If this occurs, students must carry their diary which has been signed by their teacher.

Positive Learning Environment
The College aims to provide a positive and healthy learning environment. Therefore:

The use or possession of alcohol, tobacco, or illicit drugs is not permitted at the College or at
any College function.

Students are encouraged to respect each other’s personal space and maintain an appropriate
physical distance from one another in order that their health and safety are not compromised.

The College Café promotes a wide range of healthy and nutritious food and drinks and as such,
no takeaway food is to be delivered to students during the day unless organised by a teacher.

Students are encouraged to participate in co-curricular activities and clubs.
All College Rules, Expectations and Policies apply to any organised College function even if these functions
may be outside College hours. These include camps, retreats, socials, co-curricular activities and any official
College activity.
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Procedure
Structure and Management
Organisationally, the management of behaviour in the College is as follows:
1. Homeroom Teachers and Subject Teachers
2. Heads of House/Head of Year 7 and Heads of Learning Area
3. Deputy Principals and Dean of Studies
4. Principal

Whole School Approach
It is the responsibility of every teacher to enforce all the regulations of the school to all students of the
school at all times. The failure of any teacher to carry out his or her share of this responsibility will result
in a decrease in student regard for staff consistency and fairness. Conduct outside the classroom is the
concern of all members of the staff and not only that of the Heads of House and Leadership Team. Proper
preventative and/or corrective measures both in and out of the classroom are an essentially integral part
of a teacher’s task. This also improves collegiality and promotes the importance of a whole school
approach.
Repeated instances of classroom misbehaviour should be referred to the appropriate Head of House/Head
of Learning Area or Head of Year 7 after staff have worked through Stage 1 and Stage 2 of the Student
Learning and Behaviour Management Flowchart. The Head of House/Head of Learning Area or Head of
Year 7 will assist with appropriate strategies and impose sanctions where appropriate.
Heads of Learning Area are available for counselling of students. A student may be referred for reasons of
poor study and performance related to the subject (e.g. homework, assignment work incomplete, etc), or
for guidance in subject enrichment.
In addition, the Head of Learning Area is available to assist teachers in their Learning Area in classroom
management.
Serious and repetitive instances of poor behaviour should be referred to the appropriate Head of House or
Head of Learning Area.
The Deputy Principals are responsible for the positive tone and general behaviour of the College. They have
the administrative responsibility and authority to initiate, co-ordinate and promote the attainment of
College objectives in the area of behaviour management through the lens of the Pastoral Care of all
students.

Recording of Behaviour, Strategies and Actions
All staff are required to record all behaviours, strategies, referrals and actions implemented on SEQTA.

Summary
In short, any strategies or sanction should ultimately have the interest of the total student body and the
individual student at heart.
Our strategies and sanctions endeavour to be positive and pastorally orientated and incorporate the
Christian values of dignity, respect and forgiveness.

Further information regarding the Behaviour Management Policy can be found in
SEQTA Engage in the Documents section
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3.9 GOOD STANDING POLICY
(Summarised version)

Rationale
This policy aims to assist students to take responsibility for their actions and achieve their full potential.
‘Good Standing’ recognises the importance of rewarding all students who maintain high standards of
behaviour and commitment to all areas of the St Norbert College community.

Priority Areas
Behaviour
In keeping with the St Norbert College Behaviour Management Policy, students are expected to:
 Demonstrate a high standard of courtesy, co-operation and respect for all members
of the College community and their property.
 Carry out all instructions given by a teacher in the course of all school operations.
 Support the maintenance of a positive, healthy learning environment.
 Adhere to the College expectations when using or communicating with others via
electronic means.
 Adhere to College policies on mobile phone and ICT use.

Attendance
The College deems it is the student’s responsibility to:
 Maintain an average attendance of at least 90% over a 10-week period.
 Be punctual to Homeroom and all classes.
 Maintain enrolment commitment to attend all College community events, e.g.
Community Mass, Inter-house Swimming Carnival, St Norbert Day, Inter-house
Athletics Carnival, Presentation Night.

3. Preparation and participation
It is the student’s responsibility to participate in the educational program in a manner that will
contribute to his/her educational progress in all areas of study. This includes:
 Appropriate use of the College Diary e.g. Entering set homework and assessments,
obtaining parent signatures regularly, keeping diary in good condition and free of
graffiti.
 Active participation in all class activities e.g. Engagement in lessons, asking questions,
involvement in class discussions.
 Being prepared for all lessons with College Diary, laptop and all other required
materials, as noted in the course outline.
 Completing the requirements of the Christian Service Learning program.

4. Personal Presentation
Students are expected to adhere to the College Uniform and Personal Presentation Policy, as
outlined in the College Diary at all times, including when travelling to and from school.
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5. Academic Performance
The monitoring of student results by the Dean of Studies will identify students not working at
their potential. This will occur through College Reports, reviews and concerns from Heads of
Learning Areas.
In keeping with the College’s Assessment Policy, it is the student’s responsibility to:
 Complete all set tasks by the due date.
 Initiate contact with teachers concerning absence from class, missed in-class
assessment tasks, requests for extensions or exemptions and other issues pertaining to
assessments.
 Submit work that is original and not completed through cheating, collusion or
plagiarism.
At all times, students should live the College Motto by being “Prepared for All Good Works”.

Further information regarding the Good Standing Policy can be found in
SEQTA Engage in the Documents section
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3.10

DRUG POLICY

Rationale
St Norbert College has a comprehensive drug policy that endeavours to:




Illustrate clearly to the community the stand St Norbert College will take in support of the efforts
made by families to raise their children in a well-informed and safe environment and by publishing
guidelines and sanctions that are relevant to St Norbert College;
Address measures of prevention, intervention and sanctions in regard to drug use; and
Be consistent with State and Federal laws.

The school’s primary business is education and a part of this process is to help students to gain and clarify
information about social issues such as drug and alcohol abuse, and to assist them to develop skills required
for immediate and future decision-making.
It is critical at this time when individuals are being required to make decisions about a whole range of
behaviours which affect their personal health and well-being, that they learn how to make decisions on
matters related to issues such as the use or abuse of tobacco, alcohol, prescribed drugs and illegal drugs.
It is important too, that St Norbert College provides opportunities for people to discuss social (including
controversial) topics, in an educational climate without feeling that they will be misunderstood or
reprimanded for their honesty in discussing their values or behaviours, provided that such discussions do
not condone, encourage or facilitate any illegal activities. It is also important that St Norbert College should
take a stand on values and make this clear to the students.

Intervention
The College acknowledges that, in the process of learning how to make decisions, some individuals will
make errors of judgement. In such circumstances, the College can accept the person without condoning the
behaviour, while making every effort to create an atmosphere of understanding which can be used as an
opportunity for learning. Counselling services will be made available to students who need help with
problems associated with drug use.

Procedure
This policy covers breaches at the College, at College functions, or while travelling to or from school or
College events.

Cigarettes and Electronic Cigarettes
Students found smoking, in possession of cigarettes or E-cigarettes or supplying these to other students will
be liable to a range of sanctions dependent on the circumstances and whether or not it is a repeated
offence.
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Alcohol, Solvents, Licit Drugs
Students found drinking alcoholic beverages, in possession of alcohol, supplying alcohol to other students,
or misusing solvents or licit drugs, will be liable to a range of sanctions dependent on the circumstances and
whether or not it is a repeated offence.

Medically Prescribed Drugs
Students using prescribed medication (e.g. Attention Deficit Disorder tablets) have a responsibility to
ensure that medication is used according to instructions provided by medical practitioners.
Medically prescribed drugs that are found to be used incorrectly or supplied to other students will be
treated in the same manner as illicit drugs.
Sanctions include but are not limited to:

Rostered Detention;

Suspension-internal or external;

Exclusion

Illicit Drugs
As a result of possession, consumption supplying, purchasing or selling of illicit drugs at the school or at a
school function or in school uniform, the student will be suspended. The student will remain under
suspension until an interview has been held between the College, parents and the student. Following the
interview, the student may be readmitted or excluded from the College.
Counselling or referral to outside agencies will be recommended for all breaches of the Drug Policy. The
police may be notified in any matters related to illicit drug use.
The exclusion of a student is not considered the final step. The College will endeavour to assist in:

Re-enrolment in a suitable school;

Recommending suitable counselling agencies for the student and their family.

This policy is guided by the CEWA Policy - Community: Student Safety, Wellbeing and Behaviour
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3.11
INFORMATION
COMMUNICATION AND
TECHNOLOGY POLICY (STUDENTS)
Rationale
Information and Communication Technology (ICT) is utilised in St Norbert College for learning, teaching and
administration. The availability of such resources provides the opportunity for the College to help students
develop their full potential. ICT provides significant educational value but can pose risks regarding safety,
personal reputation and corporate reputation.
In accordance with the teachings of the Catholic Church, communication must reflect the highest standard
of accountability and sensitivity to the dignity of the human person. ‘Students need also to critique the
influence of social, political and economic structures in Australian society from a Gospel perspective. Media
and other instruments of communication are particularly important.’ (Mandate, 22)

Principles
1. The policy concerning student use of ICT shall reflect the teachings and educational goals of St
Norbert College as a Catholic school. Usage of ICT shall be balanced with all elements of the
school curriculum.
2. St Norbert College shall ensure policies and practices are effective in ensuring appropriate usage
by students of ICT.
3. All written, graphic, audio and other materials created, produced, communicated, stored or
accessed on school ICT and privately-owned ICT being used on the school site, including emails,
are the property of St Norbert College, and as such, are subject to monitoring by the College.
4. ICT is provided to students as a tool to support learning and as such should be used in accordance
with the expectations of St Norbert College, as set out in this policy.
5. The St Norbert College Policy on the use of ICT by students shall reflect the developmental stages
of students.
6. The use of College, student and family owned ICT on the St Norbert College site, including the
internet, email, and social media by students shall not be contrary to relevant State and
Commonwealth laws (a summary of these laws is an attachment to this policy and forms part of
this policy), a breach of school rules or policy, or otherwise be inappropriate or offensive (as
outlined at procedure 5 of this policy).
7. As parents/caregivers are the prime educators of their child, they shall be informed of the St
Norbert College ICT Policy (Students) and encouraged to assist in facilitating its implementation.

Scope
This policy applies to all students of St Norbert College.
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Definitions
Information and Communication Technology (ICT) includes all hardware, software, systems and technology
including the internet, email, telecommunications devices and social media (e.g. Facebook) owned by the
school, students and families.
Defamation is the publication, declaration or broadcast of material that is capable of lowering the
reputation of a person in the estimation of others.
Harassment, Discrimination and Bullying means unlawful behaviour as defined in the Catholic Education
Commission Harassment, Unlawful Discrimination, Victimisation, and Bullying policy
Social media refers to a group of internet based applications that allow users to share information and
create communities. Examples include (but are not limited to) the following:









Social networking sites (E.g. TikTok, Facebook; Twitter; Snapchat; LinkedIn; WhatsApp, etc)
Video and photo sharing websites (E.g., Flickr, YouTube, Instagram)
Blogs
Micro-blogging (E.g., Twitter)
Wikis and online collaborations
Forums, discussion boards and groups (E.g., Google Groups)
Podcasting (including videos)
Instant messaging services (including SMS, iMessage, Direqt Message).

Policy
St Norbert College will develop, implement and enforce a policy on ICT use by students, and are expected
to maintain the same high standards of conduct and behaviour online and in the use of ICT, as would be
expected in a physical environment at the College. The St Norbert College ICT Policy (Students) shall identify
acceptable, unacceptable and unlawful use of ICT by students.
This includes:
 Upholding the values of St Norbert College.
 Behaving in a respectful and courteous manner to all members of the community;
 Protecting the integrity and reputation of St Norbert College, its students, parents and staff;
 Complying with applicable legislation, including copyright, privacy, defamation and other such
applicable laws.
Acceptable use shall include, but is not limited to:




gathering, organising, creating and sharing appropriate information for educational or related
purposes
encouraging collaborative projects and resource sharing
any other tasks that are for educational or related purposes or that support and promote St
Norbert College and its ideals.

Unacceptable use shall include but is not limited to:





accessing networks without proper authorisation
bypassing the College network via personal hotspots etc
using what the College deems to be offensive or inappropriate SSID or userID names.
transmitting or deliberately accessing, creating and/or receiving material that is inappropriate or
offensive. Inappropriate or offensive material includes but is not limited to threatening, sexually
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explicit, offensive, defamatory or discriminatory materials, or material that may be harmful
physically or emotionally, including bullying or harassment within or outside the school.
unauthorized disclosing or communicating of information concerning any password, identifying
code or other confidential information without permission.
interfering with or disrupting network users, services or equipment. Disruptions include but are
not limited to unsolicited advertising, intentional propagation of viruses in any form and using the
network to make unauthorized entry to any other machine accessible via the St Norbert College
network (i.e. ‘hacking’)
breaching copyright laws, including software copyright and reverse engineering of software or
other laws governing intellectual property.
using the St Norbert College network and/or equipment to conduct private business for
commercial gain or promote material unrelated to school defined tasks.
bringing St Norbert College or Catholic Education into disrepute.

Unlawful use shall include but is not limited to:








defaming a person or organisation in an email, web page or through social media.
infringing of copyright laws i.e. reproduction or adaptation of copyrighted material by
downloading and further disseminating the material.
digital communication that could constitute sexual discrimination or sexual harassment.
digital communication that could constitute cyber bullying
storing, accessing, displaying or creating sexually offensive material
sending digital communications which are discriminatory on the basis of, for example, race, sex,
gender, disability or age.
undertaking activities that breach State or Commonwealth legislation.

All students and their parents/guardians shall be made aware of the St Norbert College Policy on student
use of ICT. The St Norbert College Policy on ICT (Students) shall be available to the school community
through appropriate means (E.g. The St Norbert College website or in a hard copy format when requested.)
Emphasis shall be placed on educating students, at a developmentally appropriate level, about ICT, its
applications, protocols, safety and digital citizenship. This educative process shall be integrated within all
areas of the St Norbert College curriculum and be available to the St Norbert College community through
various means, for example, information sessions, College website.
The St Norbert College ICT Policy (Students) shall contain statements that appropriately identify and explain
inappropriate or offensive material or conduct, such as material or conduct that: infringes a person’s
copyright or other intellectual property rights









is defamatory of a person or an organisation
contains sexually explicit, indecent or obscene or pornographic material
is discriminatory against a person on the basis of, for example, sex, race, religion,
disability or age
deals with a person’s personal information in a way that breaches privacy laws
constitutes racial harassment or incites racial hatred
constitutes harassment or bullying
is infected with a computer virus, would result in a breach of school security or disruption
to the College networks, or constitutes a ‘cybercrime’
is otherwise contrary to school rules or policy

The St Norbert College ICT (Students) Policy shall state that unacceptable use of ICT constitutes a serious
breach of school rules and possibly the law and may result in a student losing the right to use ICT resources
for a period of time and/or the application of other sanctions.
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Unlawful and/or serious misuse of ICT may result in St Norbert College involving the Police or other
government agencies.
The use of the school, student or family owned ICT at the College site shall be informed by the support
documentation published on the CEWA website.
Authorised Use (social media)
Only authorised employees of St Norbert College may create social media identities, profiles or accounts
that use the College name, crest or brand. St Norbert College has approved the Principal, the Deputy
Principals, the Dean of Studies, the Director of ICT and the Community Relations officer as the College’s
official representatives to use social media. No other employees are to officially represent the College
unless authorised by the Prior or Principal.
Personal Use (social media)
St Norbert College recognises that students may wish to use social media in their personal life, and that
they should recognise the potential for damage/harm that may arise (either directly or indirectly) to
themselves and to the College. All personal use of social media by students that identifies the St Norbert
College name, crest or brand is not allowed. Students should comply with this policy to ensure that the risk
of such damage is eliminated or minimised.
To this end, students of St Norbert College must recognise that they are personally responsible for the
content they publish in a personal capacity in any form on social media platforms.
Students of St Norbert College must adhere to the following (when using social media):


Be polite and respectful to all people you interact with



Adhere to the terms of use of the relevant social media platform/website, as well as copyright,
privacy, defamation, discrimination, harassment and bullying and other applicable laws and
policies.



Avoid sharing other student or staff personal information online that results in a breach of privacy
laws.



Post images or photographs of a staff member or student without their consent or that of their
parents that results in a breach of privacy laws.



Post material that is, or may be construed as, offensive, obscene, defamatory, threatening,
harassing, bullying, discriminatory, hateful, racist, sexist, infringes copyright or is otherwise
unlawful.



Avoid use of their St Norbert College email address or any College logos or branding.



Avoid making any comment or post of material that would otherwise cause damage to the College's
reputation or bring it into disrepute.

Reasonable/unreasonable personal use
Students must avoid accessing social media via the College’s internet, intranet and extranet systems, in a
manner that interferes with work or study, and is considered inappropriate.
Students must avoid using social media that is not related to the College expectations of work/study during
school hours. (Example: A student must avoid updating a personal Facebook status or posting messages
during the school day)
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Disciplinary Action
Any student that fails to comply with this policy, may be considered a serious breach of College rules and
may result in a student losing the right to use College ICT resources. A serious breach of College rules may
also be referred to the relevant authorities where a student is considered to be in breach of State (Western
Australia) or Federal (Australian) legislation.
A breach of this policy may result in the removal of student permission to access the College network for a
period of time and may result in additional sanctions.

Appendix – Guide To Legal Issues
The following is offered as general guidance to assist you in online compliance of laws:
Privacy and confidentiality
If a student uncovers personal information about a member of the St Norbert College community, you
should not share it online as you may find that you are in breach of privacy laws. In addition, posting images
or photographs of a staff member or student without their written consent or that of their parents may
result in a breach of privacy laws.
Copyright
You should respect copyright laws and fair use of copyrighted material and attribute work to the original
author/source wherever possible.
Harassment and bullying
The College policies in relation to bullying, harassment, aggression and violence also applies to ICT use and
online environments. Bullying and harassment includes any bullying or harassing comments made online,
even on your own private social networks or out of school hours. Abusive, harassing, threatening or
defaming postings may result in disciplinary action being taken or in referral to the police.
Defamation
You should refrain from publishing material that may cause injury to another person, organisation,
association or reputation.
Offensive or obscene material
Material may be offensive or obscene and may infringe relevant online classification laws if it is
pornographic, sexually suggestive, harassing, hateful, racist, sexist, abusive or discriminatory. Such postings
may result in disciplinary action being taken or in referral to the police.

References
Bishops of Western Australia 2009, Mandate of the Catholic Education Commission of Western Australia: 2009-2015
CECWA Harassment, Unlawful Discrimination, Victimisation and Bullying policy; Copyright Act 1968 (Cth); Equal Opportunity Act
1984 (WA); Classification (Publications, Films and Computer Games) Enforcement Act 1996 Criminal Code Act (WA)
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3.12 STUDENT
MOBILE PHONE POLICY
Rationale
This policy is based on the principles of mutual responsibility and respect of all parties involved in the use
of mobile phones. It requires accountability on the part of the user for his or her actions. It is designed to
assist in managing the safe and responsible use of mobile phones by students and involves parents as
partners in assisting their children in the proper use of mobile phones. It is underpinned by an overall
requirement for students to exercise care and use their mobile phones in a considerate manner and to be
aware of situations in which others could be affected by their actions.
St Norbert College accepts that parents give their children mobile phones to protect them from everyday
risks involving personal security and safety. There is also increasing concern about children travelling alone
on public transport or commuting long distances to school. It is acknowledged that providing a child with a
mobile phone gives parents reassurance that they can contact their child if they need to speak to them
urgently.
All phone calls during school hours of an urgent nature should be made using the phone at Student Services.
Parents are reminded that in cases of emergency, contact should be made to the College Reception (9350
5433) to ensure your child is reached quickly and assisted in any appropriate way.
This policy makes clear that the privilege to bring a mobile phone to school may be withdrawn if a student
fails in his or her duty to behave responsibly and in accordance with the school’s requirements.

Purpose
1.1

The ownership of mobile phones among young people requires that school administrators,
teachers, students, and parents take steps to ensure that mobile phones are used responsibly at
schools. This Policy is designed to ensure that potential issues involving mobile phones can be
clearly identified and addressed, ensuring the benefits that mobile phones provide (such as
increased safety) can continue to be enjoyed by our students.

1.2

St Norbert College has established the following Student Mobile Phone Policy so that it provides
teachers, students and parents guidelines and instructions for the appropriate use of mobile
phones during school hours.

1.3

The Student Mobile Phone Policy also applies to students during school excursions, camps, sport,
examinations and all co-curricular activities.

Responsibility
2.1

It is the responsibility of students who bring mobile phones to school to abide by the guidelines
outlined in this document.

2.2

The decision to provide a mobile phone to their children should be made by parents or guardians.

2.3

The College accepts no responsibility for replacing lost, stolen or damaged mobile phones.
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2.4

It is strongly advised that students use passwords/pin numbers to ensure that unauthorised phone
calls cannot be made on their phones (eg by other students, or if stolen). Students must keep their
password/pin numbers confidential. Mobile phones and/or passwords should not be shared.

Acceptable Uses
3.1

Mobile phones should be switched off and placed in lockers upon arrival at the College and remain
in the locker until the end of the school day.

3.2

Mobile phones may be permitted only in exceptional circumstances if the parent/guardian
specifically requests it (eg. medical issues). Such requests will be handled on a case-by-case basis
and should be directed to the appropriate Deputy Principal.

3.3

Students attending after school events (eg. socials, sporting fixtures off campus), may be allowed
to have their mobile phone, but must follow directives of staff for their use.

3.4

Students may be allowed to have their mobile phones when attending excursions if it assists in
teacher supervision and duty of care.

3.5

Teachers may on occasion give students permission to use their mobile phones in class for
educational purposes. This usage is subject to the same regulation and supervision as laptops.
Mobile phones would need to be returned to lockers by the end of the lesson.

3.6

Students using the Premontre Library after school, may have their mobile phones with them
provided it is on silent mode.

Unacceptable Uses
4.1

Unless express permission is granted, mobile phones should not be used to make calls, send SMS
messages, surf the internet, listen to music, take photos or use any other application during the
school day and other educational activities, such as assemblies, sporting fixtures or excursions.

4.2

Using mobile phones to bully and threaten other students and/or staff is unacceptable and will
not be tolerated. In some cases, it can constitute criminal behaviour.

4.3

It is forbidden for students to use their mobile phones to take videos and pictures of acts to
denigrate and humiliate others and/or to distribute these in any form. It is unlawful to use mobile
phones to photograph or film others without their consent or to harass, intimidate or offend
others.

4.4

Students with mobile phones may not engage in personal attacks, harass another person, or post
private information about another person. This includes using SMS messages, communication
apps, taking/sending photos or objectionable images, and phone calls. Students using mobile
phones to bully other students will face disciplinary action as sanctioned by the Deputy Principal
or Head of House. It should be noted that it is a criminal offence to use a mobile phone to menace,
harass or offend another person. As such, if action as sanctioned by the College is deemed
ineffective, as with all such incidents, the school may consider it appropriate to involve the police.

4.5

Mobile phones are not to be used or taken into changing rooms or toilets or used in any situation
that may cause embarrassment or discomfort to their fellow students, staff or visitors to the
school.

4.6

Mobile phones are not permitted in exams or assessments and students will face disciplinary
action as sanctioned by the Leadership Team in accordance with the Assessment Policy.
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Theft Or Damage
5.1

It is recommended that students should mark their mobile phone clearly with their name.

5.2

Students who bring a mobile phone to school are required to leave them in their lockers upon arrival
so as to reduce the risk of theft during school hours. Students who have a mobile phone are advised
to keep them well concealed and to ensure that lockers are closed at all times. Student are not to
share their locker combination with other students.

5.3

Mobile phones that are found in the school should be handed to Student Services.

5.4

The College accepts no responsibility for students who lose, damage or have their mobile phones
stolen while at school or travelling to and from school.

5.5

Staff cannot accept any responsibility for a mobile phone during the period in which it is
confiscated.

5.6

Lost and stolen mobile phones in Australia can be blocked across all networks making them virtually
worthless because they cannot be used.

Sanctions
6.1

Students found in possession of their mobile phones after they have arrived at the College or using
them without permission, will have their phone confiscated and a Rostered Detention will be
issued. The mobile phone can only be collected from Student Services at the end of the day.

6.2

On the third occurrence, the parent will be asked to collect the mobile phone from the College.
Repeated infringements may result in the student being required to leave their mobile phone at
Students Services upon arrival at the College. They will only be permitted to collect their mobile
phone at the end of the day.

6.3

In serious breaches of this policy, the Principal may report the student to the police for further
investigation. In such cases, the parent/carer would be notified immediately.

This policy is based on the Australian Mobile Telecommunications Association “Acceptable Use Policy for
Mobile Phones in Your School”.
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3.13 UNIFORM AND
PERSONAL PRESENTATION POLICY
Girls’ Uniform
Girls’ Summer Uniform
•
•
•

•
•

College dress with College Crest and gold piping on collar and sleeves. Should be modest length, on
the knee.
College jumper.
Plain black leather lace up school shoes with a low heel. Shoes should be kept polished with laces
tied up. (Mary-Janes, lace up pumps, black casual shoes, black leather sport shoes or black flat
shoes are not acceptable).
College socks. Socks need to be visible above the top of the shoes.
College cap or reversible bucket hat. For outdoor wear, compulsory during summer Terms 1 and 4.

Girls’ Winter Uniform
•
•
•
•

•
•
•
•
•

College tartan skirt. Should be a modest length, on the knee.
College yellow shirt with Crest. Should be tucked in at all times. Only top button may be unfastened.
College blazer. The blazer needs to be worn to and from the College and to morning Homeroom
and formal events.
Plain black leather lace up school shoes with a low heel. Shoes should be kept polished with laces
tied up. (Mary-Janes, lace up pumps, black casual shoes, black leather sport shoes or black flat
shoes are not acceptable).
College socks. Socks need to be visible above the top of the shoes. College socks will be required to
be worn on “Photo Day”.
Navy blue tights (70 denier). Tights will be required for Presentation Night and Year 12 Graduation.
College jumper.
College scarf (optional).
College dark blue trousers. Optional for female students during Terms 2 and 3. These will only be
available if ordered in Term 1 at the Uniform Shop.

Girls’ Physical Education Uniform/Requirements
•
•
•
•
•

•
•
•
•
•

College tracksuit
College taslon shorts
College PE shirt
House shirt
Sports shoes that are rigid in the heel, provides ankle and foot support and not easily twisted. It is
important that shoes are not extreme or excessively bright colours. Please see Head of Health and
Physical Education if further clarification is required.
College sports socks.
Towel (Term 1).
College cap or reversible bucket hat (compulsory for Terms 1 and 4).
College PE duffle bag or sports bag
College bathers (girls may wear the optional College Board shorts over bathers).
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College bathers and College tracksuits are required by all students.
Optional
College rash shirt (recommended for sun protection)
College poncho towel
College board shorts,
Dance uniform – black dance top and black three quarter dance pants.
The Dance uniform is NOT optional for students pursuing dance in Years 10 -12.

Boys’ Uniform
Boys’ Summer Uniform
•
•
•
•
•
•

•

College grey shorts. (Compulsory for Year 7, 8 and 9 students). Should be worn above the hips.
College dark grey trousers. (Optional for Year 10 -12 students). Should be worn above the hips.
College socks. Worn to show College colours.
College shirt with Crest. Should be tucked in at all times.
College jumper.
Plain black leather lace up school shoes with a low heel. Shoes should be kept polished with laces
tied up. (Pointed dress shoes, black casual shoes, black leather sport shoes or black flat shoes
without laces are not acceptable).
College cap or reversible bucket hat. For outdoor wear, compulsory during summer Terms 1 and 4.

Boys’ Winter Uniform
•
•
•
•
•
•
•
•

College dark grey trousers. Trousers should be worn above the hips.
College blazer. The blazer needs to be worn to and from the College and to Homeroom.
College socks. Worn to show College colours.
College shirt with Crest. Worn with top button fastened and tucked in at all times.
College tie. Securely tied over the fastened top button.
College jumper.
College scarf (optional).
Plain black leather lace up school shoes with a low heel. Shoes should be kept polished with laces
tied up. (Pointed dress shoes, black casual shoes, black leather sport shoes or black flat shoes
without laces are not acceptable).

Boys’ Physical Education Uniform/Requirements
•
•
•
•
•

•
•
•
•
•

College tracksuit.
College taslon shorts.
College PE shirt.
House shirt.
Sports shoes that are rigid in the heel, provides ankle and foot support and not easily twisted. It is
important that shoes are not extreme or excessively bright colours. Please see Head of Health and
Physical Education if further clarification is required.
College sports socks.
Towel (Term 1).
College board shorts or jammers.
College cap or reversible bucket hat (compulsory in Term 1 and Term 4).
College PE duffle bag or sports bag.

College bathers and College tracksuits are required by all students.
Optional
College rash shirt
College poncho towel
Dance uniform – black dance top and black three quarter dance pants.
The Dance uniform is NOT optional for students pursing Dance in Years 10 -12.
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All Students
House T-Shirt
The House shirt is only to be worn on special House feast days, for House sport, at Inter-House Carnivals
and other special events as directed by the College (eg St Norbert Day). When permitted, the House shirt
should be worn to and from the College with the full tracksuit during Terms 2 & 3.

College Backpack
The College bag or backpack and the College PE duffle bag (or Sports Bag) are compulsory for all students.
The only script permitted on the College bags is the student’s name.

Physical Education Electives
As the College offers a number of units in this area, it may be necessary for some students to have more
than one pair of socks, PE shirt and taslon shorts as full College uniform is a requirement of participation.

Specialised Basketball Program
It is the expectation that students in the Specialised Basketball Program wear the following for all training
sessions or classes:
•
Canons reversible singlet
•
Canons playing shorts
•
White College sport socks
•
Canons Hoodie (optional)
•
St Norbert Basketball Team T-shirt (optional)
All students in the Specialised Basketball Program will be required to purchase a Canons playing uniform to
be worn for games.

College Sporting Teams
In addition to the College PE uniform or tracksuit, students may be required to wear items specific to the
team. eg. Guernseys, swim caps, singlets.
In addition, students participating in AFL teams will be required to wear royal blue football shorts and socks.
Students participating in soccer teams will require royal blue football socks.

ACC Representation
In addition to the College PE uniform or tracksuit, students will be required to wear the ACC Team long
sleeve T-Shirt when representing the College in ACC Swimming, Cross Country and Athletics. Students can
also choose to wear specially designed running shorts (optional).
All articles of clothing are to be clearly labelled with the student’s FULL name.
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Personal Presentation
All members of the College community have the right to enjoy, benefit from and maintain the good
reputation of the College. Students have the responsibility to wear the uniform correctly and to be
appropriately presented at all times. Therefore:
HAIR

Hair should be clean, neat and tidy (combed and brushed away from the face).

Extreme hairstyles are not permitted.

Extreme tonal contrast and unnatural hair colour is not permitted.

Shoulder length hair should all be tied back firmly and away from the face. Any hair that is
unable to be held back securely needs to be pinned back with clips or a hairband.

Fringes must be no lower than the eyebrows.

Number 1 haircuts are not permitted. Lines, patterns and tracks are not permitted. Contrasting
lengths should be blended.

Hair trims (eg. head bands, scrunchies and ribbons) need to be blue or gold/yellow. Ties may
be of a natural hair colour.

Male students must be clean shaven; sideburns are to be maintained and above the base of
the ear.
JEWELLERY

Students are permitted to wear one pair of earrings in the lower ear lobe. Earrings should be
small, plain silver or gold sleepers or studs. No large or decorative earrings are permitted. No
other piercings are permitted.

Students may wear one gold or silver neck chain and a watch. Only Christian religious symbols
are acceptable as pendants on neck chains.

Students may not wear any other jewellery.
OTHER







Make up must not be worn.
Acrylic nails and nail polish (including French Polishing) are not permitted. Nails should be kept
at a short, safe length.
Tattoos are not permitted.
Uniforms need to be well presented and washed regularly
Students are not to mix and match items of uniform. Either full College summer/winter OR full
College sports uniform is to be worn.
Eyelash enhancements and eyebrow tinting are not permitted.

Any student not meeting the PERSONAL PRESENTATION expectations of the College will be sent to their
Head of House or Deputy Principal where the following may occur:


The student will be asked to correct the issue immediately (e.g. make up and jewellery).
Jewellery will be confiscated and will need to be collected by a parent.



Parents will be called to collect their child and rectify the issue immediately. The student is not
to return until the problem/issue has been attended to. This includes, but is not limited to,
inappropriate hair standards, length of uniform, incorrect socks, shoes or inappropriate
piercings.
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If the issue cannot be rectified by these alternatives, the student will be removed from
classes and will work in isolation for the remainder of the day. In cases with inappropriate
hair standards, the student will be required to wear a hat and remain in lunchtime
detention until appropriate standards are met.



The College reserves the right to administer suitable sanctions for Uniform, Behaviour
and Academic breaches regardless of other strategies that have been implemented. This
includes but is not limited to lunchtime and Rostered Detentions.

It is to be noted that, in matters of style, the College remains the final arbiter.
The rules relating to uniform and appearance have been created to establish a level of which everyone can
be proud. At all times student uniforms and personal presentation should be of a high standard.
Parents are asked to ensure the correct uniform is worn at all times and that students are well presented.
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Addendum to College Policy: Footwear___________________________
The College policy states that students require sports shoes that are rigid in the heel, provides ankle and
foot support and not easily twisted. It is important that shoes are not extreme or excessively bright colours.
Please see photo examples on following page.

The following are NOT acceptable with House uniform or in PE classes.

No canvas slip on shoes

No Vans or Converse

No Dunlop Volley

No skate shoes

No high tops
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The following ARE acceptable with House uniform or in PE classes.
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3.14 PRIVACY POLICY
Rationale
The Catholic Education Commission of Western Australia (CECWA) acknowledges that all children are
unique, and that Catholic schools have a responsibility in the development of the whole child in a way that
respects and protects that uniqueness.
The CECWA also acknowledges that parents and/or guardians are partners with schools in the education of
children, and that trust and respect for the dignity of the child and family require that standards are
observed in the management of any information revealed about the child or family.
Schools are required under Privacy Act legislation to ensure, where confidential information is collected,
that it is managed in such a way as to preserve the dignity of those involved and to maintain confidentiality.

Your privacy is important
This Privacy Policy sets out how St Norbert College manages personal information provided to or collected
by it.
The College is bound by the Australian Privacy Principles contained in the Commonwealth Privacy Act 1988.
We may, from time to time, review and update this Privacy Policy to take account of new laws and
technology, changes to the College’s operations and practices and to make sure it remains appropriate to
the changing school environment.

What kinds of personal information does the College collect and how does the College collect it?
The nature and type of personal information the College collects in the normal course of its operations is
largely dependent upon whose information it is collecting and the reasons for collecting it.
The type of information the College collects and holds includes (but is not limited to) personal information,
including health and other sensitive information, about:




pupils and parents and/or guardians ('Parents') before, during and after the course of a pupil's
enrolment at the College;
job applicants, staff members, volunteers and contractors;
other people who come into contact with the College.

Personal Information you provide: If it is reasonable and practical to do so, the College will collect
personal information directly from the individual concerned. In the case of students it is reasonable that
the majority of personal information will be collected from the Parents. The College will generally collect
personal information about an individual by way of specifically designed forms filled out by Parents or
pupils, face-to-face meetings and interviews, emails and telephone calls.

Personal Information provided by other people: In some circumstances the College may be provided
with personal information about an individual from a third party, for example a report provided by a
medical professional or a reference from another school.
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Unsolicited information: In some circumstances the College may receive personal information even
though it has not sought that information: this is known as ‘unsolicited information”. In those instances
where the College has received unsolicited information it will only hold, use and/or disclose that
information if it could otherwise do so, had the College collected it in accordance with this Privacy Policy.
Where that unsolicited information could not have been collected by the means outlined in this Privacy
Policy then the College will take steps to destroy, permanently delete or de-identify the information.

Exception in relation to employee records: Under the Privacy Act, the Australian Privacy Principles do
not apply to an employee record. As a result, this Privacy Policy does not apply to the College’s treatment
of an employee record, where the treatment is directly related to a current or former employment
relationship between the College and employee.

How will the College use the personal information you provide?
The College will use personal information it collects from you to carry out the reasonable expectations of
our day to day operations. This is regarded as the “primary purpose”. The College may also use the personal
information for a related secondary purpose that would be reasonably expected by you, or to which you
have consented.

Students and Parents: In relation to personal information of students and Parents, the College’s primary
purpose of collection is to enable us to provide schooling to students enrolled at the school, exercise our
duty of care, and perform necessary associated administrative activities, which will enable students to take
part in all the activities of the school. This includes satisfying the needs of Parents, the needs of the student
and the needs of the College throughout the whole period the student is enrolled here.
The purposes for which the College uses and exchanges your information so that we can undertake and
perform various functions including, but not limited to:









Provide education, pastoral care, extra-curricular and health services;
Satisfy its legal obligations including duty of care and child protection obligations;
Keep Parents informed about matters related to their child’s schooling, through correspondence
(written and electronic), newsletters and magazines;
Day-to-day administration of the College;
Looking after students’ educational, social and medical wellbeing;
Market, promote and undertake fundraising activities;
Support the activities of College associations such as the Parent Committee, SNESA and the like:
Improve our day to day operations including training of staff; systems development; developing
new programs and services; undertaking planning, research and statistical analysis.

In some cases where the College requests personal information about a student or Parent, if the
information requested is not provided, the College may not be able to enrol or continue the enrolment of
the student or permit the student to take part in a particular activity.

Job applicants and contractors: In relation to personal information of job applicants and contractors,
the College's primary purpose of collection is to assess and (if successful) to engage the applicant or
contractor, as the case may be.
The purposes for which the College uses personal information of job applicants and contractors include:





administering the individual's employment or contract, as the case may be;
for insurance purposes;
seeking donations and marketing for the College; and
satisfying the College's legal obligations, for example, in relation to child protection legislation.
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Volunteers: The College also obtains personal information about volunteers who assist the College in its
functions or conduct associated activities, such as [alumni associations], to enable the College and the
volunteers to work together.

Marketing and fundraising: The College treats marketing and seeking donations for the future growth
and development of the College as an important part of ensuring that the College continues to provide a
quality learning environment in which both students and staff thrive. Personal information held by the
College may be disclosed to organisations that assist in the College's fundraising, for example, the College
alumni organisation [or, on occasions, external fundraising organisations].
Parents, staff, contractors and other members of the wider College community may from time to time
receive fundraising information. School publications, like newsletters and magazines, which include
personal information, may be used for marketing purposes.

Who might the College disclose personal information to and store your information with?
The College may disclose personal information, including sensitive information, held about an individual for
educational, administrative and support purposes. This may include to:

another school;

government departments;

medical practitioners;

people providing educational, support and health services to the College, including specialist visiting
teachers, [sports] coaches, volunteers, counsellors and providers of learning and assessment tools;

assessment and educational authorities, including the Australian Curriculum, Assessment and
Reporting Authority;

people providing administrative and financial services to the College;

recipients of College publications, such as newsletters and magazines;

parents;

anyone you authorise the College to disclose information to; and

anyone to whom we are required or authorised to disclose the information to by law.

Sending and storing information overseas: The College may disclose personal information about an
individual to overseas recipients, for instance, to facilitate a school exchange. However, the College will
not send personal information about an individual outside Australia without:



obtaining the consent of the individual (in some cases this consent will be implied); or
otherwise complying with the Australian Privacy Principles or other applicable privacy legislation.

The College may use online or 'cloud' service providers to store personal information and to provide services
to the College that involve the use of personal information, such as services relating to email, instant
messaging and education and assessment applications, graphic design concepts for print and digital
publications.
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 be stored in the 'cloud' which
means that it may reside on a cloud service provider's servers which may be situated outside Australia.

How does the College treat sensitive information?
In referring to 'sensitive information', the College means: information relating to a person's racial or ethnic
origin, political opinions, religion, trade union or other professional or trade association membership,
philosophical beliefs, sexual orientation or practices or criminal record, that is also personal information;
health information and biometric information about an individual.
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Sensitive information will be used and disclosed only for the purpose for which it was provided or a directly
related secondary purpose, unless you agree otherwise, or the use or disclosure of the sensitive information
is allowed by law.

Management and security of personal information
The College's staff are required to respect the confidentiality of students' and Parents' personal information
and the privacy of individuals.
The College has in place steps to protect the personal information we hold from misuse, interference and
loss, unauthorised access, modification or disclosure by use of various methods including locked storage of
paper records and password access rights to computerised records.

Access and correction of personal information
Under the Commonwealth Privacy Act an individual has the right to obtain access to any personal
information which the College holds about them and to advise the College of any perceived
inaccuracy. Students will generally be able to access and update their personal information through their
Parents, but older students may seek access and correction themselves.
There are some exceptions to these rights set out in the applicable legislation.
To make a request to access or update any personal information the College holds about you or your child,
please contact the Principal in writing. The College may require you to verify your identity and specify
what information you require. The College may charge a fee to cover the cost of verifying your application
and locating, retrieving, reviewing and copying any material requested. If the information sought is
extensive, the College will advise the likely cost in advance. If we cannot provide you with access to that
information, we will provide you with written notice explaining the reasons for refusal.

Consent and rights of access to the personal information of students
The College respects every Parents right to make decisions concerning their child’s education.
Generally, the College will refer any requests for consent and notices in relation to the personal
information of a student to the student’s Parents. The College will treat consent given by Parents as
consent given on behalf of the student and notice to Parents will act as notice given to the student. The
College will seek consent of parents before the exchange of information occurs. This may include, requests
for external reports such as psychology/DCP etc.
As mentioned above, parents may seek access to personal information held by the College about them or
their child by contacting the Principal. However, there will be occasions when access is denied. Such
occasions would include where release of the information would have an unreasonable impact on the
privacy of others, or where the release may result in a breach of the College’s duty of care to the student.
The College may, at its discretion, on the request of a student grant that student access to information
held by the College about them, or allow a student to give or withhold consent to the use of their personal
information, independently of their Parents. This would normally be done only when the maturity of the
student and/or the student’s personal circumstances so warranted.

Enquiries and complaints
If you would like further information about the way the College manages the personal information it holds
or wish to make a complaint that you believe that the College has breached the Australian Privacy Principles,
you may do so in writing to the Principal. The College will investigate any complaint and will notify you of
the making of a decision in relation to your complaint as soon as is practicable after it has been made.
This Privacy Policy is subject to change at any time. Please check our Privacy Policy on our website
(www.norbert.wa.edu.au) for a current copy.
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3.15 DISPUTE AND COMPLAINT RESOLUTION
Rationale

________________________________________

The Executive Directive – Dispute and Complaint Resolution provides the directives to ensure that disputes
and complaints across Catholic Education Western Australia Ltd (CEWA) are dealt with fairly, objectively
and in a timely manner. The processes used are child friendly, culturally safe, respect the dignity of the
human person, and guide leaders in the principles of participation, co-responsibility and subsidiarity as they
apply to the management of disputes and complaints.

Principles
1.
2.

3.
4.
5.
6.
7.
8.

9.
10.
11.
12.

13.
14.
15.

16.
17.

_______

Conduct which breaches the Code of Conduct or contravenes Catholic values is not tolerated at St
Norbert College.
A dispute or complaint made in accordance with this directive is a dispute or complaint made with
reasonable grounds for concern about St Norbert College, notwithstanding the naming of any staff
member in a dispute or complaint. Vexatious, trivial or previously finalised issues will not be
considered.
Any person may complain orally or in writing about any matter arising from the operations of St
Norbert College.
A complainant has the right to make a complaint while remaining anonymous.
Complainants are personally responsible and liable for the content of their complaints.
All directives to respond to complaints and concerns are designed to be respectful, child focused,
child friendly and culturally safe.
All directives must be regularly reviewed to ensure constant improvement.
As appropriate, additional support must be provided to support the complaint disclosure and
management directives for particular community groups, for example, Aboriginal people, those
living in remote and regional areas, those with a disability and those from culturally and
linguistically diverse backgrounds.
All complaints will be taken seriously, whether or not they are made anonymously or are verifiable
and will be addressed promptly and thoroughly, according to relevant directives.
All decisions are to reflect the paramount importance of the student(s).
Disputes and complaints will be addressed in a timely manner; the urgency of the matter must be
given due consideration when prioritising individual cases.
Disputes and complaints will be managed fairly, objectively and in an unbiased manner, according
to the rules of procedural fairness, both for complainants and any individual mentioned in the
dispute or complaint raised.
All conflicts of interests must be declared by any person who receives or is asked to respond to a
complaint.
Disputes and complaints will be managed in accordance with the Principle of Subsidiarity.
Complaints, concerns, disputes, disclosures and related incidents will be reviewed to identify
causes and systemic failures, opportunities to minimise the potential for a repeat incident and to
promote a culture of continuous improvement.
Privacy and record keeping legal obligations must be met.
As may be required by law, complaints, concerns and disclosures will be reported to the relevant
authorities or law-enforcement agencies.
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18.

19.
20.

Once a decision has been made, parties may request a review of the decision or any remedy
provided in accordance with directives, including escalating the dispute or complaint to the
Norbertine Canons and/or the Executive Director of CEWA.
The process for review of the management of a dispute or complaint will be based on the rules of
procedural fairness.
An individual must use the CECWA Policies and Executive Directives to address an issue or concern,
unless an individual wishes to report a disclosable matter anonymously and/or with appropriate
protections in place, in which case the Whistleblower Protection Framework should be used. The
Whistleblower Protection Framework is designed to uphold CEWA’s shared values arising from the
Catholic Social Teaching Principles of the dignity of the human person, the common good,
subsidiarity, co-responsibility and participation. The Whistleblower Framework can be accessed via
https://policy.cewa.edu.au/wp-content/uploads/2021/05/2021.02.22_Whistleblower-ProtectionFramework.pdf

Directives

_______

1.

The principal must follow the processes and guides in this directive:
1.
Flowchart for Dealing with Disputes and Complaints
2.
Disputes and Complaints covered under this Executive Directive
3.
Availability of Information
4.
Resolution by the Immediate Parties
5.
Resolution by Principal or Line Manager
6.
Resolution by or Escalation of the Complaint to the Norbertine Canons and/or the Executive
Director of CEWA.
7.
Recording Disputes and Complaints
8.
Publish the Role of the Director General in the Complaint Process

2.

Schools are required to publish information about the role of the Director General and the following
is recommended:

“The Director General of the Department of Education is responsible for ensuring that the school observes
the registration standards, including the standard about its complaints handling system. Any student,
parent or community member is entitled to contact the Director General with concerns about how the
school has dealt with a complaint. Information is available on the Department of Education website. While
the Director General may consider whether the school has breached the registration standards, she does
not have power
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This Policy is guided by the CEWA Policy Community: Dispute and Complaint Resolution. The full policy is
available via
https://policy.cewa.edu.au/executive-directive/dispute-and-complaint-resolution/
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