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Introduction 
 

The Middle School Handbook has been written to provide parents and students with a wide range 
of information about the Middle School at St Philip's Christian College Port Stephens and is organised 
into three sections.   
 
Section One - ‘Middle School Beliefs and Philosophies,’ outlines foundational ideas upon which 
the Middle School stands and gives parents an understanding of the beliefs that Middle School staff 
aim to fulfil on a day to day basis. The Middle School was formed after careful research and planning 
and its purpose is very intentional. Section One will give you a deeper appreciation of this.  
 
Section Two - ‘Leadership and Growth,’ outlines the leadership structures within the Middle School 
and how we plan for future growth and development.  
 
Section Three - ‘Practices and Procedures,’ provides practical information to parents about many 
aspects of school life such as policies on the use of mobile phones, homework, absences, and 
assemblies etc. 
 
As this document will be modified and re-printed each year, Middle School welcomes any suggestions 
for further inclusions in the handbook and these can be forwarded to: glen.urane@spcc.nsw.edu.au 
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Section One 
 

Middle School Beliefs and Philosophies 
 

Christ Centred  
St Philip's Christian College is a College that is Christ-centred.  This means that all we do is based 
on our beliefs and values as people who have a real and growing relationship with Jesus.  There are 
times when this is obvious and explicit such as: in our discussions with students and parents, content 
focus of lessons, prayer and worship times, teaching of Christian principles and the way in which we 
relate to each other.  At other times our desire to be Christ-centred can be implied, but at all times, 
it forms the foundation of what we do. 
 
All of the teaching staff are committed Christians, which means that at some point they have made a 
conscious decision to allow Christ into their life and accept his free gift of forgiveness and salvation. 
Being a Christian is more than just trying to live a ‘good’ life.  Every day we seek to experience God’s 
love for us and to grow to become more like Christ. We desire that our students also grow in this 
way. 
 
Staff attend a local church regularly.  Many are involved within their churches in areas such as 
leadership, preaching, members of a small bible study or prayer groups, working with youth groups, 
teaching Sunday school or music ministry. 
 
Many parents of the College will have made a similar decision and aim to live a Christian life.  If 
parents are unsure what it means to become a Christian, they could talk with their child’s Core 
teacher or another member of staff. 
 
Middle School Principles  
The move towards establishing Middle School is seen in the context of developing three sub-schools, 
Junior, Middle and Senior Schools.  This decision was made and birthed in 1998, after much research 
and investigation by key staff, and in consultation with the wider educational community.  It allows 
all three sub-schools to better focus on the specific needs of the students in their care.  Middle School 
has now provided educational vision and leadership in middle schooling for over 17 years. This drive 
towards innovation and excellence has seen staff from the Middle School present papers at regional, 
state, national and international conferences.  
 
True middle schooling is about making more than superficial structural changes.  It is about making 
changes that are at the heart of teaching, such as our relationships with the students, curriculum that 
centres on the needs of students and practices that empower the “whole” student.  There are key 
principles that the College has used as a foundation for the development of Middle School. 
 
The first underlying principle behind Middle School is that, “You can’t teach a child you don’t 
know” and therefore positive and meaningful student/teacher relationships are at the heart of Middle 
School at St Philip's Christian College Port Stephens.   
 
Teachers aim to be able to talk with students about issues of importance to them, and generally go 
beyond a relationship just based on subject content.  This takes time, a genuine interest in, and 
commitment to the students.   
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The second underlying principle is that many practices currently seen as “normal” in schools do not 
really meet the needs of emerging adolescents.  Middle School at St Philip's Christian College Port 
Stephens is working towards developing practices and programs that meet the needs of students, 
rather than those of tradition. 
 
Middle School Mission Statement  
Middle School at St Philip’s Christian College Port Stephens seeks to engage students with school in 
an array of positive interactions that see each individual as being “At Promise”. Through interaction 
with the staff and programs at the College students will be presented with the opportunity to develop 
authentic Christian character and leadership. The Middle School journey provides students with a 
nurturing environment that promotes a lifelong commitment to Christ. 
 

Middle School Overarching Motto: 
 

“Developing Christian Character through  
Innovation, Enrichment and Excellence” 

 
Middle School Theme 2019: 

“Wisdom” 
 
Middle School teachers must actively live out this statement of purpose through their daily planning, 
teaching and relating. 
 
In practical terms, this will be exemplified by experiences that demonstrate: 
 
Students’ learning being challenging and exciting. 
Students developing a real connection with school. 
Students having fun. 
Students experiencing something unique. 
Students developing meaningful friendships. 
Students being given the support they need from members of staff. 
Students discovering who they are and feeling good about themselves. 
Students having the opportunity to serve others. 
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Middle School Ideals 
The following model shows just some of the ideals that Middle School at St Philip's Christian College 
Port Stephens is working towards. 
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Place in Society 
 

Choices 
Relationships 

Giving 
Response to God’s personal 

calling 
Responsibility 

Respect for others 

Another foundational principle is our belief that our role as teachers extends much deeper than 
developing the academic learning of students.  Whilst academic growth is important and something 
to which we strive, we recognise that the growth of each child into a confident and secure young 
adult is vital for a successful future.  After all, learning is, ‘For the Whole of their Lives.’ 
 
To address this, the Middle School has established a set of ‘Tasks of Adolescence’ which help staff to 
focus on the developmental needs of young adolescent students.  
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
The above are cyclical and cannot be totally separated from each other
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Section Two – Leadership and Growth 
 
Who’s Who?  
 
College Leadership Team 
Executive College Principal    Mr Graeme Irwin 
College Principal     Dr Timothy Petterson 
Deputy Principal     Mr David McKinnon 
Head of Middle School      Mr Glen Urane  
Head of Junior School     Mr Brett Allen 
Head of Senior School     Mrs Tiina Hufton 
Director of Studies      Mr Peter Freeman 
Bursar       Ms Anne Anderton 
 
Middle School Executive 
Head of Middle School     Mr Glen Urane 
Year 5 learning Team Leader    Mrs Angie Sinclair 
Year 6 Learning Team Leader    Mrs Joanne Balsarini 
Year 7 Learning Team Leader     Mr Mark Costa 
Year 8 learning Team Leader    Mr Craig Andersen 
Middle School Office Manager    Mrs Louise Hennessy 
 
 
 
Middle School Core Teachers 
 

 
Stage 3 

 
Year 5B   MS10    Mr Peter Buchan 
Year 5S   MS11    Mrs Angie Sinclair 
Year 5/6A  MS3    Mr Craig Andersen 
Year 6B   MS1    Mrs Joanne Balsarini 
Year 6K   MS2    Mr Bernard Kruik 
 
 
 

 
Stage 4 

 
Year 7B   MS5    Mrs Alison Baillache 
Year 7C   MS6    Mr Mark Costa  
Year 7D   MS7    Mr Joshua Dobos 
Year 8A   MS4    Mr Graham Armstrong 
Year 8H   Lab A    Mr Tim Hall 
Year 8P    SSD2    Miss Sophie Peet 
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Section Three 

 
Practices and Procedures 

 
Absences  
 
If your child is marked absent in the morning nurture class you will receive an SMS indicating that 
your child has been marked absent. You are able to reply to this message and your response will be 
recorded as the explanation according to the legal requirements. Please be aware any absence from 
school must be explained as roll records are legal documents. Failure to provide notice after seven 
days can result in an unexplained absence being recorded on your child’s file. 

Permission to remove a student from the College for a family holiday must be submitted to the College 
Principal on an “Application for Exemption from Attendance at School” form, provided by the office as 

required by the law (attached to this document). 
 
If a child is late to school, he/she must sign in at the Middle School Office, where a pass to attend 
class will be given to the student.  A note is required to explain the reason for the late arrival. 
 
Students who need to leave early must have a note from their parent/guardian explaining this.  They 
must report to the Middle School Office prior to leaving to meet the parent/guardian who is collecting 
and signing out the child.  
 
Adjusted Curriculum  
 
Whilst the College encourages high academic standards, it also acknowledges that not all students 
are capable of achieving at this level and others will go beyond the expectations.  Each individual 
student is valued for who they are and the College seeks to make schooling as relevant and positive 
for all. 
 
Therefore, it is a requirement that all Middle School teachers amend their programs, lesson plans, 
general expectations, homework, and assignments for students with a need for such amendments. 
This could be for those who struggle with their work, or for those who need further extension and 
challenge. Contact your child’s Core teacher and they along with the College’s Support Staff and 
Learning Team Leader are highly skilled and willing to assist in this area and provide an excellent 
resource for teachers. 
 
Assembly  
 
Monday Morning – A formal assembly is held each week at the start of the day in replacement of 
nurture.  This is for 30 minutes in the Theatre and is led by the Middle School Captains and Vice-
Captains who prepare in consultation with the Head of Middle School. It is a time for celebration of 
the Middle School community through distribution of awards, interviews with staff and students, 
reports of recent events and announcements. 
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Assessments 
 
Students in the Middle School are constantly being assessed to show evidence of learning. This is 
done in many ways, and can include informal classroom observations or discussions, homework and 
assignments, and topic tests. The Middle School does not conduct formal exam periods, except at 
the end of Year Eight to help prepare students for Year Nine and beyond. 
 
It is an expectation that students will give of their best in every school-based task, and work that is 
obviously below the ability of the student may be requested to be re-submitted. 
 
Specific details of assessment tasks will be sent home as relevant. In the first two weeks of each 
semester an assessment schedule will be forwarded to assist families in planning after school activities. 
 
Bicycles/ Scooters/ Skateboards 
 
A secure place to store the bicycle/ scooter/ skateboard is available behind the Junior School 
buildings. Students are advised to chain the bike to the stand.  Students are not to ride on any part 
of the College property. 
 
Parents must ensure that their child is a competent rider and conversant with applicable road rules.  
Students must wear their helmets whilst riding. Students without a helmet on when leaving 
school grounds will have their bike confiscated by a member of staff and contact with 
home will be made explaining the breach of safety.  
 
Bookwork and Macbook File Standards 
 
It is vital that all students are taught to maintain a high standard in their work books, which are 
documents that must reflect pride and an attempt to be well-organised. Teachers will regularly collect 
and give a feedback for students’ books/ folders and this may be recorded with assessment results 
ready for the semester reports. Teachers will give specific instructions in regards to setting out, use 
of pencil/pen, making corrections, covering etc., as relevant to the class and subject. Students are not 
to graffiti in their books, or cover them with pictures, logos or symbols that are offensive to the 
College. 
 
Bullying Policy  

 
Bullying or harassment will not be tolerated in any form at St Philip's Christian College, as we are 
committed to maintaining a safe and secure environment for all. 
 
Bullying is a form of harassment that is a repeated, wilful and conscious act that hurts, threatens, 
isolates, excludes or embarrasses someone.  It does not only refer to circumstances where someone 
is physically hurt, and can include the following: 
 
• Name calling or threatening behaviour 
• Offensive comments 
• Exclusion from peers 
• Property being hidden, damaged or destroyed 
• Written comments 
• Cyber-bullying via email, Facebook, SMS etc. 
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Camps, Excursions and Special Events 
 
Middle School staff believe that students’ learning is greatly enhanced by excursions and therefore 
actively seek ways to use the resources of the wider community to deepen learning experiences. 
 
Excursions will vary according to relevance to lessons and availability of venues, but over past years 
have included: 
 

Regular Camps 
 

Stage Three 
 

Bathurst – Three days 
Canberra and Snow - Four days 

Theatre Performances 
 

Stage Four 
 

Year Seven Adventure Camp 
Year Eight Adventure and Leadership Camp 

Theatre Performances 
Slum Survivor 

AIS Sports Academy Trip - Four Days 
Students in Stage Four can also apply for the Vanuatu Mission Trip  

 
The cost of day excursions is covered by the Resource Levy.  The cost of overnight camps/excursions 
is on a user pay basis.  Full payment will be due at least one week prior to the commencement of the 
camp/excursion. 
 
Parents who do not give permission for for attendance on any excursion via their account on Parent 
Lounge by the due date may not be allowed to attend the excursion.  
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Canteen 
 
The College PTF operates a well-stocked canteen for use by all students and staff.   
 
Middle School students must pre-order their lunch prior to the commencement of the school day. 
Incidental items are available at break times however lunch items may not be available if not pre 
ordered. They will have a minimal wait and can be assured of their purchase. The student’s order 
should be in a paper bag with the correct money inside the bag.  The order should be written on the 
outside of the bag and also state the child’s name and class. Orders may also be placed using the 
online ordering system. Details are available from the canteen or the College website. 
 
The Canteen raises thousands of dollars each year that benefit the College in many ways such as the 
purchase of playground equipment, air conditioning for classrooms, class resources and outside 
shelter areas. It relies heavily on parent volunteers and you would be most welcome to support the 
canteen as a worker by donating your time as you are able. 
 
The canteen menu and price list changes throughout the year and details are sent home from time 
to time over the year via letters and/or emails sent home.  
 
Change Contact Details 
 
Parents are required to notify the College office immediately with details of a change of address, 
email or contact phone numbers. 
 
Chapel 
 
The Middle School has its Chapel service once each week in the Theatre (Thursdays 8:40am to 
9:10am). This is a contemporary ‘church’ service for the students and it is aimed at their interest 
level. A typical Chapel service will include singing, prayer, a Bible reading and a Christian message 
from a member of staff, student or visiting representative of a local church or church organisation.  
From time to time, there might be a drama, video or special guest speaker. Parents are more than 
welcome to attend! 
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Class Rules  
 
Each class will develop their own set of rules that are relevant to their age and the nature of the 
class.  These rules will aim to foster an atmosphere conducive to productive work and mutual respect.  
Class rules are one practical way of living the Core Values. 
 
Generally, across the Middle School, students must line up in an orderly and quiet manner prior to 
entering a room in a settled fashion, with all of their necessary equipment and ready to work.  They 
must not enter a room until they are invited by the teacher and upon doing so, stand quietly behind 
their desks waiting to be greeted by the teacher before being asked to sit. 
 
When a visitor enters the classroom to speak with the students, they should greet the visitor.   
 
Students are not to call out, move around unnecessarily or leave a room without permission.  
Students need to be aware of engaging in behaviours that wastes the learning time of themselves or 
one another.  Students should raise their hand if they wish to answer or ask a question and respond 
thoughtfully and kindly to comments by others during a class discussion.  
 
Unless an urgent issue arises, students are not to ask to leave the class during lesson time. Students 
who are given permission to leave class will be given a pass to leave and this must be carried with 
them whilst they are outside class. 
 
 
College Times   
 

Timetable 
Nurture: 8:40 – 9:10 (Roll, prayer, daily notices) 
Period 1: 9:10 – 10:00 
Period 2: 10:00 – 10:50 
Recess: 10:50 – 11:10 
Period 3: 11:10 – 12:00 
Period 4: 12:00 – 12:50 
Lunch: 12:50 – 1:30 
Period 5: 1:30 – 2:20 
Period 6: 2:20 – 3:10 
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Commendation Awards  
 
Commendation and encouragement of Middle School students is an extremely important aspect of 
College life.  Middle School students can expect to receive this in various forms, such as: 
 
• Positive words and feedback from staff 
• ‘Positive points’ using Class Dojo 
• Acknowledgement of achievements in assembly where appropriate 
• Merit Certificates 
• Bronze, Silver, Gold or Platinum awards 
• End of Term Awards 
• End of Year Prize giving Awards (Celebrate) 
 
These awards are recommenced each calendar year. Bronze and Silver awards are distributed in 
assembly each week as applicable.  Students receiving Gold or Platinum awards will be presented at 
the end of year awards ceremony.  Parents are notified before a student receives a Gold or Platinum 
award so that they can attend the assembly if they are able. On beach day at the end of the year 
students achieving Gold awards are presented with a special lunch. Students who are placed on Red 
or Purple level of the Behaviour Management System may not be eligible for a Gold Award for that 
year. 
 
Communication  
 
The College is fully committed to the concept of a partnership approach to education and therefore 
we believe that regular communication between the College and home is vital.  The following 
communication procedures are in place: 
 
• College Diary – All Middle School students receive a College Diary at the start of   
                        the school year.  
 
• Core Teacher Letters - At the start of each year, every Core room teacher will 
 send a class letter home, welcoming students and parents to the term and outlining 
 what topics will be covered during the year.  Special excursions and activities will 
 also be mentioned.  
 
• Middle School Parent Information evening – These will be held in Term One, Week 
 Two for parents of students in Years Five and Six, and Week Three for Years Seven 
 and Eight.   
 
• General Letters and Emails - Throughout the term, other notes/emails will be sent  
                        home as necessary.   
 
• Direct Contact - It is Middle School policy that parents are able to make direct 
 contact with a teacher to discuss matters relevant to their child concerning issues 
 such as homework, assignments, peer relationships, excursions and other day to 
 day matters.  Parents can do this via email, phone calls or face to face interviews 
 that can be arranged via the Middle School Office, which is open from 8.30am to 
 4.00pm. 
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• Head of Middle School Interview - If parents have issues of a more significant 
 nature, they are invited to contact the Middle School office for an appointment.   
 
• College Website – Our website is updated regularly and contains information such 
 as the calendar, reports of recent events and details of forthcoming events. 
 http://www.spcc.nsw.edu.au/ 
 
• Email – All staff are available to be contacted by email. Please contact the Middle 
 School Office to ensure you have the correct spelling. 
 

louise.hennessy@spcc.nsw.edu.au 
 

Please ensure that communication with staff is maintained through the appropriate channels. 
Many staff are active members of the local community through church, sporting or other 
community endeavours. It would be appreciated if parents do not discuss school issues with 
teachers in these settings outside of the College environment. Please respect staff by not 
contacting them at home to discuss school issues. Staff are always willing to arrange a meeting 
with you at a convenient time, however that should not impinge on their family or personal 
commitments as outlined above. 
 
Complaints 
 
Our desire is to work in partnership with parents in order to create the best learning environment 
and experiences for the students. Although staff are well-trained and experienced, we acknowledge 
that there may be occasions when parents are not satisfied with some aspect of their child’s school 
experience. 
 
The College strongly desires to be made aware of issues so that they can be resolved and we 
therefore discourage talk ‘outside’ of school which can generate negative feelings and do nothing to 
contribute to a solution. 
 
If parents have a complaint related to the school, they are encouraged to bring that complaint to the 
member of staff concerned. On request of either party, a relevant Executive member can be at that 
meeting.  If the parents are not satisfied with the outcome, they are invited to bring the complaint to 
the Head of Middle School.   
 
At this point, if parents are still not satisfied that their complaint has been or will be resolved, they 
may bring the issue to the College Principal Dr Timothy Petterson.  
 
Computer Access  
 
All Middle School Students have an Apple Macbook as part of the Thinksmart learning program. 
Please read the attached Macbook user’s guide. 
 
 
Daily Notices  
 
Daily notices are read to each class every morning.  These provide details of sport try-outs, band 
practices, lost property, special events, student meetings etc.  It is essential that all students hear or 
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read the notices each day and a copy is sent to them via email if they were to miss the daily notices 
for any particular reason. 
 
Discipline Policy/Behaviour Management System 
 
The aim of BMS in the Middle School is to create and maintain a safe, secure, productive and happy 
learning environment for the spiritual, emotional, academic, social and physical development of all 
children in our care. 
 
It is vital that as members of the college community we all work together in support of the principles 
and practices outlined within the BMS in order to effectively nurture each child in a loving and caring 
manner. 
 
It is acknowledged that the discipline of a child can be an emotional experience for those involved 
and therefore parents are reminded that a calm, supportive and objective response is the most 
beneficial in each situation.  Experience shows that initial responses can change as the full facts of an 
incident are brought to light. 

 
The ‘BMS Level System’ is included in the Appendices.  
 
Electronic Devices 
 
Electronic devices such as MP3 players, Gameboys and the like are banned from the College during 
regular school days, special events and excursions. Occasionally there may be an exception to this 
for a special reason and if this is the case, parents will be informed. This will not happen often, or 
necessarily be relevant to all students. 
 
Personal cameras, either stills or video should not be brought to school unless a student has parental 
permission to do so for a class related task. Students are totally responsible for the use and safe-
keeping of a personal camera. Students using cameras at school should be aware of an individual’s 
privacy and not invade this privacy through the use of technology. Mobile phones should be handed 
in at the start of the school day to the Middle School Office and can be picked up at 3:10pm. 
 
See the Mobile Phone section for further information regarding these items. 
 
Emails 
Emails sent or received by students at the College must be purposeful and relevant to school work.  
Students must be aware that emails are not private and can be read by staff.  Therefore, the contents 
of each should not cause embarrassment or offence to any person.  College software will 
automatically detect emails containing swearing or other bad language and these emails will be 
referred either Year Advisors or the Head of Middle School. 

 
Emergency Procedures 
 
The College holds regular evacuation drills.  When a continuous siren sounds, students are required 
to leave their classroom under the supervision of the teacher they are with, and move to designated 
places on the College oval.  They are not to bring any personal belongings and are required to move 
in a brisk, but sensible fashion. Lock down drills are also performed in case of an intruder or other 
threat. All staff are kept up-to-date with procedures. 
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Extra-Curricular Involvement  
 
Within the College, there are numerous opportunities for students outside the classroom that enrich 
their lives and provide chances for development and expression of non-academic skills. 
 
At St Philip’s, there is always something happening!  Activities may vary from year to year, but could 
include sporting teams, Robocup, Chess, Debating, Public speaking, Chapel Band, Choir, etc. 
 
Details of such events will be given to students during assemblies, daily notices or via the Parent 
Newsletter. 
 
The College encourages students to be fully involved in such events, as interest and ability allows. 
 
First Aid  
 
Students requiring first aid should be directed to the Clinic (located in the College administration 
building).  There will be a first aid kit available at all College functions. 
 
Forbidden Items 
 
Students must not bring to school any item that could endanger the well-being of others, such as 
aerosol sprays (including deodorants) lighters, knives, fire crackers, sharp objects etc. 
 
In addition, drugs, cigarettes and alcohol are strictly banned. Other banned items include chewing-
gum, liquid paper in bottles, felt marker pens and metal rulers. Students should not bring precious or 
expensive items to school in case they are lost or damaged. 
 
Fund Raising 
  
There are many worthy charities and organisations that students could passionately support, and as 
a Christian College we believe that serving the wider community in this manner is a positive thing to 
do.  However, practically, we have limited resources and cannot get behind each appeal or request 
that comes our way.  Additionally, there are many requests internally for fund raising for College 
needs.  Students who wish to raise money for any reason should meet with the Captains who will 
present a proposal to the Head of Middle School. 
 
Homework 
  
Middle School students are referred to the homework guidelines, which state that: 
 

“While it is essential to maintain a balanced approach to family life, it is also important for students to 
complete regular homework tasks, establishing a consistent, effective pattern of study.” 

 
It is the College expectation that students will have their homework satisfactorily completed and at 
school on the due day.  If circumstances arise that prevent a student from completing homework, 
please provide a note of explanation. Homework not handed in on the due date with no explanatory 
note will result in a student’s having an “Demerit – H/W” put in their Diary, with the expectation 
that the work must still be completed, perhaps even at lunchtime.   
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Generally, Middle School students will not be given homework to be completed on weekends or 
over school holidays.  The exception to this is long term assignments or study for exams.  Students 
in Years 5 and 6 should have 30 to 45 minutes per night, Monday to Thursday.  Students in Years 7 
and 8 should have 45 minutes to one hour per night, Monday to Thursday. Individual modifications 
to homework and assignments will be necessary for students who have special needs. This should be 
discussed with the class teacher. More information is on Page 15 of the school diary in 2019. 
 
In order to assist students in their time management and to acknowledge the many other areas of 
learning that happen within family life, at the commencement of the year an assessment schedule will 
be sent home outlining the dates that major assignments are due. 
  
Lockers 
 
Students in Middle school are able to purchase an available locker on a lease arrangement. Each 
locker is supplied with a combination lock. Students must not reveal their combination to others and 
are responsible to ensure that the lock and locker are securely closed.  If a student loses his/her lock, 
there will be a charge of $25 for a replacement.  Students who have forgotten their code need to 
see Mrs Hennessy. Staff reserve the right to conduct inspections of a child’s locker at any time. Food 
or drinks are not to be stored in lockers at any time.  Generally speaking, students in Years 5 and 6 
don’t need lockers as they have tote trays in their classrooms.  Students in Years 7 and 8 may like a 
locker as they begin to use text books etc. 
 
Lost Property 
 
Lost property is initially held in the Middle School office and items marked with a student’s name are 
returned to the owner.  However, there is limited storage space for lost items.  Items will be displayed 
at assembly each week, however if unclaimed by the end of the school term, they will be taken to 
the Clothing Shop for cleaning and re-sale. 
 

Parents are urged to mark all of their child’s clothing  
and other property with his/her name. 

 
 

Marking of Student Work  
 
As students need regular and meaningful feedback, teachers will aim to have a maximum of a two 
week turn around for marking of major assignments.  Smaller assignments, exams and regular 
homework would have a turn-around time less than two weeks. 

 
Medication 
  
Students who need to take regular medication during the school day must do so through the Clinic.  
Parents must provide written details concerning the medication on a form available from the office.  
Other staff are not to administer medication during a normal school day. If a class will be absent from 
school due to a sport carnival, excursion or other special event, the Clinic will provide the supervising 
teacher with medication and details/register for any attending students who so require.  Panadol will 
not be issued by any College staff.   
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Mobile Phones  
 
Due to security, privacy issues and the expense of mobile phones, the College discourages students 
from bringing them to school.   
 
Students are encouraged to place their phone in the care of the Middle School Office as soon as 
students arrive at school and to collect it after the bell in the afternoon.  A student MUST have their 
phone turned off (not just on ‘silent’) throughout the school day and if it rings or is used, it will be 
confiscated and given to the Head of Middle School and be held until it is collected by the student’s 
parent.  If a student has a genuine need to make a call throughout the day, they must do so at the 
Middle School Office and NOT on their mobile phone or via text. 
 
The College will not be held liable for any damage or theft of a student’s mobile phone.  
 
Please refrain from contacting your child via their mobile phone or email through the school day 
(8:40am to 3:10pm). If you are made aware of an issue, please contact the school as that will allow 
staff to explore the issue and avoid unnecessary stress on behalf of the parent and other students 
involved. 
 
Notes Home  
 
Staff members are encouraged to regularly communicate with parents through notes and emails 
home.  It is the expectation that homeroom teachers will do this at least at the start of each term, 
and more often if practical.   
 
Notes home can outline topics being covered in class, notify parents of classroom procedures, 
provide positive feedback or give advance notice of upcoming events. 
 
Worker Health and Safety 
 
Worker Health and Safety is the responsibility of all members of the College community. The College 
has systems in place to ensure that staff are fully conversant with their roles and responsibilities, and 
that any safety issues are identified and reported to relevant staff.   
 
Students are also encouraged to identify and report issues they feel could be a safety hazard, and 
these can be brought to the class teacher or Head of Middle School. Students could report 
playground or classroom hazards that could cause a fall or other type of injury, such as slippery, 
rough or uneven surfaces, building structures in need of repair, plants/bushes/trees that can cause 
injury etc. 
 
In addition, students are constantly reminded about moving around the school in a sensible manner 
so that they do not cause an accident. 
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Student Responsibilities within Workplace Health and Safety 
 
College Commitment 
 
St Philip’s Christian College Port Stephens is committed to ensuring the health, safety and welfare of 
its students, employees, volunteers, visitors, contractors and any other people who may be affected 
by the College’s operations. In securing workplace health and safety, the College aims to achieve best 
practice in WHS and fulfil its statutory duties with regard to WHS at all times. 

 
Student Responsibilities 
 
Students must comply with all authorised safety requirements and reasonable directions, whether 
verbal or written.  
 
Teachers are responsible for the safety of students, including informing them of any potential hazards 
in the area, and ensuring emergency response procedures are communicated to them.  
 
Students have a responsibility to comply with all relevant College WH&S management system 
policies, procedures and programs.  
 
Students have an obligation to take all reasonable care to prevent incident or injury to themselves or 
to others in the school environment. They are expected to learn and to follow approved standards 
and procedures that apply to their activities, and check with their teachers when they have any doubts 
concerning potential hazards.  
 
All students have an obligation to report any incidents, “near misses”, safety hazards and dangerous 
occurrences in accordance with the College’s Health & Safety Program, so that investigation and 
corrective action can be undertaken.  
 
Students must use, and not misuse, systems, protective clothing, equipment or materials provided 
for WH&S purposes. Machinery, plant or equipment must only be used:  

Ø With the appropriate permission 
Ø With appropriate guards or safety devices 
Ø With competency to use the machine or equipment 

 
Students must participate in emergency evacuation exercises. 
 
Any student who fails to meet their WH&S responsibilities under the Worker Health and Safety Act 
NSW 2011, may, depending on the circumstances, face disciplinary action under the provisions of 
the College’s Discipline Policy. 
 
Students participating in Technology Mandatory must have appropriate footwear to enter the 
practical classrooms. This is to be held under the judgement of the teacher but generally requires 
firm leather shoes to be worn. 
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Parent Checklist 
 
Daily 
• Contact the College if your child will be absent 
• Check your child’s Diary and Class Dojo 
• Ensure Macbook is charged 
• Check for homework requirements 
• Check for notes home, and return any reply slips promptly 
• Talk to your child about their school day – listen and be positive! 
• Contact the College if any issues of concern arise 
 
Weekly 
• Sign your child’s Diary 
• Read the College Newsletter fortnightly 
 
Assignments 
• Discuss requirements to clarify this with your child 
• Talk about a ‘Plan of Attack’ 
• Support the child with research - drive to local library or other useful venues, or 
 guide them with internet searches. 
• DO NOT write the assignment, construct the model, paint the picture, take the 
 photos etc.  Show them how to do this and assist as necessary through giving 
                        feedback 
• Provide a quiet space and time to do assignment work. 
 
Parent Helpers  
 
Parent helpers are encouraged and valued across a wide range of areas of College life.  These include 
transport, excursion helpers, in the classroom, the canteen and the Literacy Support Program.  
Parents who wish to assist in any way must read and complete the Volunteer Helpers Policy and have 
a current ‘Working with Children Check’ (available from Services NSW website).  In addition, parents 
who will act as drivers must provide the College with details of their driver’s licence and 
comprehensive insurance policy. 
 
PTF 
 
The Parent/Teacher Fellowship is a committed group of parents who meet once each month (see 
Newsletter for details).  The PTF organise functions throughout the year to raise funds for the 
College community.  The meetings are also a time for parents to hear from the College Executive 
staff and a forum for discussion about relevant issues. 
 
Parent/Teacher Interviews 
  
Parents are invited to make an appointment to see a teacher whenever they need.  This will usually 
be done through the Middle School Office, or directly through the teacher. Formal parent/teacher 
interviews will be held in May 2019. More information about this will come during Term One. 
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Parking 
  
Parking around and in the College is limited.   
 
For security reasons, parents are advised not to leave anything of value in their vehicles during the 
school day. 
 
Parents using the car-parks to drop off or pick up their children must follow traffic rules as indicated 
by signs and arrows, and must ensure that they do not block entrances and exits. Please be aware 
that Council Rangers patrol the school car park area and fines may be incurred. 
 
Payment of Money  
 
Money that has to be paid for any school event or excursion must be done through your account on 
Parent Lounge, or the Finance Office.  Students are not to visit the Finance Office during class time. 
 
PE/Sport Uniform  
          
It is College policy that students wear their sport uniform for the entire day when they have sport 
(Thursday for Middle School students). On one other day per week when students have a PE lesson, 
they may also wear their sport uniform. 
 
Playground Supervision 
 
The College playgrounds are supervised each morning from 8.10am.  Students should not arrive prior 
to this time, but if occasionally this can’t be avoided, students must sit quietly at the front of the 
school and report to the front office if an urgent need arises. The Middle School Office is open from 
8.30am each morning. 
 
At each recess and lunchtime, teachers are rostered on duty and students are expected to follow 
their directions.  If there is a playground problem, students should report to the teacher on duty and 
not go directly to the staffroom. 
 
Printing  
 
Students can print items by submitting a request to their teacher who will submit this to the print 
room (reasonable time must be given for this to occur). Students can also print using their ID card 
in the library.  
 
Private Music Tuition 
 
During College hours, private music tuition is available in a number of areas such as keyboards, 
strings, percussion, wood-wind and brass.  Parents should contact the Head of Music, Mrs Priscilla 
Blake or the front office for details. 
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College Psychologist/Counselling 
  
The College highly values and appreciates the work of the College Counsellor in supporting students 
who have issues that cannot adequately be dealt with in the normal day to day routines of the College. 
 
Teachers can refer a student to the College Counsellor in consultation with the Head of Middle 
School.  Students who wish to refer themselves directly to the College Counsellor may do so, with 
the permission of the class teacher. The College Counsellor will then notify the Head of Middle 
School.  Parents will be contacted about their child visiting the college psychologist unless the child 
specifically requests that the visit remains private. 
 
Parents may contact the College Counsellor to discuss issues related to their child. 
 
Reporting of Student Achievement 
 
Two formal reports are sent home each year; one at the end of Term Two and the other at the end 
of Term Four.  In addition, the Middle School sends home a less formal report (‘Interim Report’) at 
the end of Term One to provide feedback as to how their child is settling into the school year. 
 
Data for reports are collected over the entire period being reported upon, and is not based just on 
one exam or assessment task. Staff are available for interviews at any time, but particularly after the 
report period by contacting the Middle School office. 

 
Security of Personal Items  
 
To ensure that student’s personal items are safe, the College provides classroom storage areas for 
students in Years Five and Six, and access to lockers for all students.  However, students must not 
bring valuable items or large amounts of money to school. 
 
While the College is sympathetic towards students whose personal items go missing whilst at school, 
it cannot be held liable for them.  
 
If a child needs to have a valuable item at school for any reason, it can be handed into the Middle 
School Office for safe keeping, where it will be locked away. 
 
Sickness/Clinic  
 
There is a facility for Middle School students to lie down and rest for a short period, if they are 
unwell.  To access this, students must report to the Clinic in the College administration building.  
Please note that all students must obtain a note from their teacher prior to going to the clinic.  If 
after a rest the student is still unwell, parents must collect the student from the college. 
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Sport 
 
Sport features strongly at St Philip's Christian College, and over a student’s time at the College, there 
are a multitude of sporting opportunities. Regular sporting activities include: 
 
• Weekly Sport (held on a Thursday afternoon) 
• Gala Days – in a variety of sports  
• Carnivals for Athletics, Cross-Country and Swimming, where talented students can 
 progress to national or even international levels. 
 
Sport Houses 
 
The College has four sport houses that are named after beaches in the local area.  
 
The four houses and their colours are: 
 
 Birubi – Yellow 
 Fingal – Red 
 Zenith – Green 
 Kingsley – Blue 
 
Students are placed into a sporting house when they commence at the College and in most cases, 
will remain in that house for their entire time at the college.  It is College practice to have siblings in 
the same house. A House shirt is required for carnivals and other designated College community 
events. 

 
Student Relationships  
 
All students within the Middle School are encouraged to grow and develop in their friendships with 
each other.  These friendships are to be Godly, where the students seek the best for each other and 
aim to honour one other.  It is Middle School policy that boyfriend/girlfriend relationships are actively 
discouraged, and Middle School teachers will use appropriate opportunities that arise to talk with 
the students about this, either as a group or individually.  Boys and girls are not allowed to hold 
hands, kiss, hug or touch in any other way. These rules apply at all College events.  
 
Student Requirements 
 
A relevant list of student requirements is sent out during the Summer holidays and can be obtained 
from the College Office. It is the responsibility of each student to make sure that they have all 
necessary equipment for each lesson. 
 
Student Resource Levy 
 
All Middle School classes have a Resource Levy from which special activities, competitions and day 
excursion costs are taken.  This avoids the need for students to bring small amounts of money to the 
College for excursions, visiting performances and other special events and greatly reduces 
administration time.  The levy does not cover major camps and overnight excursions. 
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Student Support Services 
  
The College has a number of support services for students who have various needs.  In order to 
access these for a particular student, parents should consult with the Head of Middle School who 
will provide further information: 
 
• Acceleration  
• Behavioural support 
• Counselling 
• Educational testing 
• Emotional support 
• ESL     
• Gifted education 
• Application for disability funding 
• Literacy Support  
• Numeracy Support 
• Occupational therapy 
• Psychometric testing 
• Special learning programs 

 
 

Technology Resources  
 
The Middle School has the following items available for use by its staff and students: 
 
• Smart Board Technology 
• Televisions 
• Digital stills cameras 
• Digital video cameras 
• Data projectors 
• P.A. system 
 
This equipment is for the use of teaching and learning, and with teachers supervision, students may 
use this equipment for assignment preparation or presentation.  No student is allowed to use these 
resources without direct teacher supervision, and students are not permitted to take items home 
overnight. 
 
Transport 
 
There are many bus services to and from the College, and details can be obtained from the College 
administration office.  Students who catch a bus are to wait under the covered area behind the 
Administration building of an afternoon until their bus is called by the teacher on duty.  Staff are on 
duty to supervise students as they board the buses after school each day. 



 

 

 
Uniform 
 
Details of the College uniform can be found in the Uniform Policy (attached as appendix) or from the 
Clothing Shop.  It is the responsibility of all students to ensure that they are wearing the correct 
uniform in the correct manner.  
 
All Middle School students must wear their hat when they are in the playground in the morning, at 
recess, at lunchtime and when they leave the College. They will be placed in a designated shaded area 
and will receive a demerit. 
 
During the winter months if students chose to wear a uniform item over their shirt their blazer must 
be the outer-most garment. 
 
If students have a legitimate reason for not being able to comply with the uniform policy, they should 
have a note from a parent to confirm this to avoid disciplinary action. 
 
Students without a valid reason (and accompanying note) for a uniform indiscretion will be issued 
with a demerit.  
 
Students repeatedly wearing make-up or the wrong uniform will be dealt with as a behavioural issue 
and removed from class or sent home until the correct uniform is presented. 
 
Video Screening  
 
There are many excellent videos that can enhance learning.  It is Middle School policy that only videos 
rated “G” or “PG” can be shown, and only when a teacher has previewed the entire video.  Staff will 
be particularly careful to avoid anything of a sexual nature, either explicitly mentioned or subtly 
implied.   Coarse or offensive language is also not acceptable. The media view that is often portrayed 
is that intense physical relationships outside marriage are the norm, and that this is real love.  This is 
not the view held by the College. 
 
Videos that have scenes of violence or emotional trauma will also be carefully previewed before being 
considered to be shown to students, especially as students will respond to the videos in different 
ways.  Staff will carefully outline any scenes that could upset students, and allow them to withdraw 
from watching the video without any embarrassment if they so desire.   
 
If a staff member feels that an “M” rated video would be appropriate, he/she must consult the Head 
of Middle School, and also notify the parents in writing so that they have the option of withdrawing 
their child if they wish. 
 
It is acknowledged that College families may have different standards in this area, and that students 
will have seen a wide variety of videos.  However, the College will set high standards for its students 
in video viewing and staff members will use any opportunities to discuss issues with students in order 
to guide them in this area. 

 
 
 

 
 
 
 



 

 

Appendices 
      

Middle School 
Behaviour Management System Overview  

Guidelines that are used by staff in dealing with behaviour issues. 

Base Level (Green) 

 
Upon send out to the Middle School Office, a detention/s will be given and student’s name placed on a ‘send 

out register’. Highly inappropriate behaviours may warrant an immediate send out. 
 

Note: If a student is consistently in steps 3-4, they may be placed within the level system. 

 Behaviour Management System Levels 

 

• Name written on the board as a verbal/visual warning.Step 1

• Tick placed next to student's name on the                                                 
board.Step 2

• Student asked to stand outside the 
classroom. Teacher to have restorative 
chat with student outside of classroom 
at appropriate time.

Step 3

• If no improvement - send out 
to the Middle School Office.

•A send out notification will be 
recorded in the student's diary.

Step 4 

• Yellow Level
• Goal Achievement Book taken to one class.
• Up to three formal detentions
• 3 send outs warrants a yellow levelYellow

• Blue Level  
• Goal Achievement Book taken to all classes
• Up to five formal detentions
• 5 send outs warrants a blue levelBlue

• Red Level
• In-school or out-of-school suspension
• Goal Achievement Book taken to all classes
• 8 send outs warrants an automatic red levelRed

• Probation Status
• Out of school suspension
• Goal Achievement Book taken to all classes
• 10 send outs warrants an automatic probationary statusPurple

• Expulsion Status



 

 

 
 
 
 

Demerits  
 
Demerits are given to students on occasions in which they display poor attitude/application 
with regard to the following: 
 
* Failure to submit set homework/assignment tasks 
 
* Lateness to school and/or class 
 
* Failure to have the correct equipment for class 
 
* Incorrect uniform or worn incorrectly  
 
Upon receiving a demerit, the student will have the demerit written in their diary with a 
brief description of the reason for the demerit. 
Each demerit will be recorded on a register.  
 
5 Demerits will result in a Yellow Level 
10 Demerits will result in a Blue Level 
15 Demerits will result in a Red Level 
20 Demerits will result in a second Red Level and suspension 
 
A culmination of 25 demerits in a calendar year will result in the review of the student’s 
enrolment status within the College. 
 
Note: Students may be exempt from receiving a demerit if a written note from the parent/carer is 
produced with a reasonable explanation of the circumstances for that particular occurrence. It is expected 
that the issue will be rectified as soon as possible under those circumstances. 
 

  



 

 

 
 
 
 
 

Positive Rewards for Students in the Middle School 2019 
 
Positives or “P’s” will be given out in 2019. 
 
Instead of writing them in diaries as has been done in the past, however, staff will be allocating points to students 
via the website “Class Dojo.” This site is being used due to the simplicity of its design in terms of adding points to 
a student’s profile which can be easily viewed by staff, the student and their parents. 
 
Points can be given for any actions and words that staff see/hear students do/say that follow the College’s Core 
Values. 
 
1 ‘P’ might be given for good answers in class, having a positive attitude, performing neat work, lining up well or 
helping someone out etc. 
 
2 ‘P’s’ can be given at a time when the action/words surpass the everyday/general positive behaviour and is quite 
impressive to the staff member awarding the points. E.g. a student who normally finds it hard to focus completes 
an entire task, a student who cleans up after others without request. 
 
3 ‘P’s’ can be given for behaviours that are outstanding and/or require significant time/effort. For instance 
representing the College in a charity fundraiser, a student producing their best homework for the year, sticking up 
for a friend under duress. Note that 3 P’s were equivalent to a ‘C’ or ‘Commendation’ in the diary system. C’s will 
no longer be used. 
 
Certificates: 
 
Bronze Awards will be presented to students who achieve 50 P’s in the school year. 
 
Silver Awards will be presented to students who achieve 100 P’s in the school year. 
 
Gold Awards will be presented to students who achieve 200 P’s in the school year. 
 
*Platinum awards will go to students who have received a Gold Award in each year of  
  Middle School (regardless of the manner in which they received the Gold Awards through the old   
  or updated system). 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 

Placement in the BMS is designed to give the student time to reflect on their inappropriate actions and develop 
strategies to avoid similar inappropriate behaviour, whilst providing communication with home.  A student can be 
placed on any level (depending on the nature of the behaviour), or be moved up a level if ongoing behaviour issues 
occur. Level placement applies to all aspects of schooling – the classroom, playground, sport, travel to and from 
school, and other school activities. All behaviour issues outlined in this document are behaviours contrary to the 
College Student Code of Conduct. Given the nature of a dynamic school environment, the staff need to use their 
discretion and professional judgement in each case where the BMS is implemented. Cases will vary in each 
circumstance and many factors may be considered in the decision making process, with the intention of upholding 
fairness and equity in the best interests of the student body. 
 
Classroom Management Strategies 
 
A range of classroom behaviour management strategies (see appendices) are expected to be used by the teacher 
before the following procedures are followed. 
 
Individual teachers may place a student on a level after the teacher has implemented the following classroom 
procedure as a guideline:  
 

- Verbal warning (Name on the Board) 
- Written Warning (Tick placed next to the student’s name if there are ongoing issues) 
- Designated Seating (Moving the student within the classroom)  
- Wait outside the classroom and have restorative chat with class teacher 
- Send Out to the Head of Middle School 
- Detention (by staff member) with entry into TassWeb (Register) 

 
The Restorative Chat:  
Teachers are encouraged to engage in restorative conversations as an early intervention for relatively low-level 
classroom disruption. This approach models respectful dialogue and includes the language of restorative enquiry at 
the time of disruption. This language is also found on the classroom reflection sheet. 
 

- What is happening? 
- What were you thinking?  
- Who do you think is being affected?  
- How do you think they are affected?  
- What do you need to do to put it right?  

 
  

St Philip’s Christian College - Port Stephens 
Behaviour Management System (BMS) 

 



 

 

 
 
 
 
 
 
 
 
 
No current recorded problems in the classroom or on the playground. Most students will be at base level most of 
the time, and return to base level if they have successfully attained goals through the following levels of behaviour 
management. 

 
  

 
 

BASE Level (Positive) 
 
 
 



 

 

 
 
 

 
 
 
Yellow Level is used to identify when a student has made a poor choice, or ongoing poor choices of a level that is 
beyond typical classroom or playground behaviours. A Goal Achievement Book is issued and monitored by the 
teacher who has witnessed the particular behaviour/s. Parents sign off the booklet as required. Notification of a 
student moving to a level needs to be sent to that student’s Year Advisor and Nurture/Core teacher. 
 
Staff Responsibility-: 

1. Document behaviour on TassWeb - include contact with home and other useful information pertaining to 
the behaviour. 

2. Issue and Monitor ‘Goal Achievement Book’ 
3. Advise Year Advisor 
4. Contact Parents 

Students may be placed on Yellow Level because they: 
 

• Are generally uncooperative or fail to follow the classroom expectations as outlined in the discipline policy. 
• Display recurrent inappropriate behaviour of a minor nature (such as disruptive behaviour, 
    repeated failure to follow class rules, repeated inattention or a lack of respect). 
• Regularly fail to seriously attempt their schoolwork or homework. 
• Display regular tardiness. 
• Are involved in low level negative bahaviour on the playground/bus that is worth noting – negative 

language/one-off teasing, unruly physical behaviour, ignoring teacher instructions etc. 
• Generally misuse their equipment/MacBook 

 
Consequences of Yellow Level are: 

• Restoration meeting with teacher (on the same day where possible) which is documented. 
• Student is placed on a class based  ‘Goal Achievement Book’ for 5 lessons which will be signed after each 

lesson by the teacher and will be presented to the teacher the following lesson with parent/s signature or 
equivalent playground achievement booklet. 

• 3 formal detentions of 20 minutes if a playground level is given. 
• Student and teacher work out the problem to mutual satisfaction. 

 
Following Yellow Level Outcomes: 
 
Student success – positive progress in achieving their goals: 

• Student returns to “Base Level” (Positive result) 
• Parents and relevant teacher sign off Goal Achievement Book 

 
The student will be moved to Blue Level if: 

• Student fails to respond positively on Yellow Level OR 
• Student is placed on a Yellow Level one by two or more teachers concurrently OR 
• They make further poor choices in classroom or on the playground. 

 
 
 
 
 
 
Blue Level is used to identify when a student has made a poor choice of a more significant nature than Yellow Level, 
or has made ongoing poor choices of a moderate level that is beyond typical classroom or playground behaviours. 
A Goal Achievement Book is issued and monitored by the teacher who has witnessed the particular behaviour/s. 

 
Yellow Level – Low level poor choices 

 
 
 
 
 
 

 
Blue Level – Significant poor choices 

 
 



 

 

Parents sign off the booklet as required. Notification of a student moving to a level needs to be sent to that student’s 
Year Advisor/Core teacher.  
 
Staff Responsibility: 

1. Document behavior on TassWeb - include contact with home and other useful information pertaining to 
the behaviour. 

2. Issue and Monitor ‘Goal Achievement Book’ in conjunction with the Year Advisor 
3. Teacher responsible to Year Advisor to follow through with monitoring booklet and consequences. 
4. Contact Parents  

Students are placed on Blue Level because they: 
• Chose not to work out inappropriate Yellow Level behaviour issues.  
• Display inappropriate behaviour or work in more than one class - including disrespect, consistent lack of 

effort, ongoing disruption. 
• Have interfered with the well-being of other students, including physical roughness/disrespect, repeated 

teasing, disregard for property, swearing etc. 
• Behaved inappropriately while in detention.  
• Display significant inappropriate behaviour in the playground/bus or on excursions.  
• Behave in a manner that earns the school a “bad name”.  
• Misused their own or others’ MacBook in a negative manner. 

 
Consequences of Blue Level are:  
  

• ‘Goal Achievement Book’ in all classes for up to 10 school days (if on classroom level) or alternate 
playground level. 

• Possible exclusion from next excursion.  
• Placement on Blue Level is recorded on student’s TassWeb record.  
• Parents are notified with a phone call by the teacher or Year Advisor  
• If on a playground level, up to 5 formal 20 minute detentions with restorative justice interview by teacher/s 

involved. 
 
Following Blue Level Outcomes: 
 

• Student returns to “Base Level” (Positive result) 
• Failure to respond positively on Blue Level may result in Conference involving parents and proceed to Red 

Level. 
  



 

 

 
 

 
 
 
 
Students are placed on Red Level as a result of an incident or incidences that are of a more serious nature. This 
could involve repetition of previous behaviours of a less serious nature.  
 
Staff Responsibility: 

1. Document behaviour on TassWeb including contact with home, result of restorative meeting and 
consequences decided upon. 

2. Advise Year Advisor and Head of Middle School 
3. Year Advisor/Head of Middle School to distribute and monitor 
4. Head of Middle School to contact parents regarding suspension – phone call + letter 
5. Deputy Principal to be notified regarding suspension 

Students are placed on Red Level because they:  
 

• Failed to work out inappropriate Blue Level behaviour issues. 
• Have been placed on Blue Level for a second or third time.  
• Display inappropriate behaviour of a serious nature eg: Fighting, Leave without explicit permission (truanting 

part or full day), swearing at a teacher, theft, willful damage to property, maliciously hurting another person, 
etc.  

• Have been found to be bullying, harassing or intimidating other students in a more serious manner or repeated 
previous bullying/harassing behaviours. 

• Seriously misused school equipment including MacBook computers. 
  
Consequences of Red Level are:  

 
• Student is placed on School Suspension (minimum two days) for: 

- any deliberate physical violence such as punching, regardless of circumstances 
- offensive/abusive behaviour towards staff 
- ongoing behaviours that have not been addressed through lower levels.  
A letter home with details accompanies the suspension. 

• Student is withdrawn from the classroom and/or playground for up to three successive days if there are 
significant classroom or playground issues – where an out-of-school suspension is not recommended. 

• A Red Level Goal Achievement Book is issued and followed for up to two weeks. 
• Possible exclusion from next excursion.  
• Incident is recorded on student’s TassWeb record.  
• Parents are notified that the student has been placed on Red Level with following conference.  
• Students who obtain a Red Level are not able to attain a Gold Award for that calendar year. 

  
Following Red Level Outcomes:  
  

• Student works his/her way to “Base Status” via lesser levels where applicable. 
• Failure to respond positively on Red Level results in placement on Purple Level. 

 
 
 
 
 
 
 
 
 

 
Red Level Serious Behaviour Concern – Suspension 

 
 

 
Purple Level - Probation Status 

 
 

 



 

 

 
Students are placed on Purple Level as a result of an incident or incidences that are of a serious and unacceptable 
nature. This could involve repetition of previous behaviours of a less serious nature.  
 
Staff Responsibility: 

1. Document behaviour on TassWeb including contact with home, result of restorative meeting and 
consequences decided upon. 

2. Advise Year Advisor and Head of Middle School 
3. Head of Middle School to contact parents via phone call 
4. Advise College Principal and Deputy Principal 
5. Distribute and Monitor ‘Goal Achievement Book’ 

 
Students are placed on Purple Level because they: 
  

• Repeatedly failed to modify inappropriate behaviour on previous levels.  
• Behaved in a totally unacceptable manner at school or on a school event.  
• Are found in possession of, or being under the influence of drugs, alcohol or any related equipment either at 

school or in transit to/from school. (This may also be deemed to be expulsion status). 
• Are found in possession of a weapon, either at school or in transit to or from school. (This may also be 

deemed to be expulsion status). 
  

Consequences of Purple Level are: 
  

• Parents are notified of the breach of the School’s Code of Conduct and BMS  
• Parents and student are interviewed by the Head of School and/or Principal.  
• Student may be referred to the school counsellor or another appropriate outside support agency. Police will 

be involved if required by law.  
• Student receives a long suspension from school (up to 20 days) or may be excluded from the school.  
• Student is unable to represent the school or attend exta-curricular activities for a period of time determined 

by College Leadership Team. 
• Placement of student enrolment on probation status.  
• Placement on Purple Level is recorded on student’s TassWeb record.  

  
  
Following Purple Level Outcomes: 
  

• If the student is allowed to return to school, they will be required to work his/her way to “Base Status” via 
lesser levels where applicable. 

• If no improvement is student enrolment at the College is terminated. 
• If a student is not permitted to return to school every effort will be made to support the student get 

established in a new school. 
 
 

MacBook Care and Guidelines 
 

1. Keep Your Macbook Charged 
- You need to have your Macbook fully charged at the start of each school day 
 
2. Care of Your Macbook 
- Keep the plastic case on around your Macbook. It can be decorated with appropriate stickers 
- Always walk with your Macbook, with two hands on it at all times 
- Make sure your hands are clean when you use your Macbook 
- Use a carabiner hook to hold your bag outside of the classroom with Macbooks inside. Use a padlock on your zipper to add 

increased security 
- No food or drinks should come near your Macbook. Make sure your desk is clear of these before using your Macbook. Your 



 

 

Macbook should never come near water, such as pools and showers. 
 
3. Classroom and At-Home Use 
- Follow your teachers’ instructions on when and how your Macbook will be used in class 
- ‘Sweep and sleep’ means your Macbook needs to be checked and closed 
- Make sure you only use appropriate websites, music and images on your Macbook. Your teachers will tell you what can be 

used at school 
- Only language appropriate to school should ever be used on your Macbook 
- Avoid clicking on any ads or spam. These can affect the running of your Macbook 
- You are not allowed to download anything that is not school related at school – including music, games and applications. 

Downloads can occur at home for appropriate material 
- Students can personalise their MacBook with desktop pictures and various icons. Please do not play with the log in details, 

admin rights or the controls that have been set up by the College. If you do, your MacBook won’t work effectively at school 
or at home. Only parents who have applied for a temporary administrator’s password can make changes to hardware and 
software on your Macbook. 

 
4. Recess/Lunch Use 
- Macbooks can be used in the library during break times with a signed ‘Library Pass’ from your teacher, which is then 

checked by the library staff when you arrive. 
 
5. Sharing and Communicating 
- Be polite and courteous in the way you communicate with others via email, forums and discussions 
- Sharing of passwords is not permitted 
- Sharing appropriate information with your parents, family members and the wider community is encouraged 
 
6. Troubleshooting 
- Students should seek 2 friends or ‘class experts’ in the classroom first if there is an issue. 
- Students can then ask the teacher if available to solve the problem. 
- Seek neighbouring class students/teachers if applicable. 
- Students can attend the IT Department at break times (see the IT Department timetable) to have their Macbook assessed 

and fixed as required. 
- Students will need to continue other work or work with a partner if their Macbook is out of action. 
- You may be asked to work on something different (a back up activity) if you do not have your Macbook available. 
 
7. Rewards for Positive Use: 
- P’s (positives), working towards bronze, silver and gold awards 
- Publishing of quality work to internet sites/newsletters etc. 
- Free time on the Macbook 
- Time to work on other creative tasks/contracts in class 
 
8. Consequences for Misuse:  
- One verbal warning will be given within a lesson, followed by: 
- Banning of Macbook use (the time frame will depend on the level of misuse) and pen and paper will be used for the same classroom 

tasks.  
- The St Philip’s Behaviour Management Policy will come into effect if any further misuse occurs.  



 

 

Middle School Parental Commitment Agreement 
 
St Philip’s Christian College Port Stephens is committed to developing Christian Character through Innovation, Enrichment 
and Excellence in the Middle Years. To achieve this, we need to build a supportive community that is willing to 
communicate and encourage each other.  
The College requires parents to read and acknowledge the following commitment to the College. 
 
As a minimum, all members of the College Community are expected to behave with respect, civility and in the manner of 
a responsible citizen. 
 
As a minimum, all College Community members must:	
 

• Respect and comply with all applicable Commonwealth and State laws 
• Demonstrate honesty and integrity 
• Respect differences in people, their ideas and opinions 
• Treat one another with dignity and respect at all times, and especially when there is a disagreement 
• Respect and treat others fairly, regardless of their race, ancestry, place of origin, colour, ethnic origin, citizenship, religion, 

gender, sexual orientation, age or disability; 
• Respect the legal and moral rights of others 
• Show proper care and regard for School property and the property of others 
• Take appropriate measures to help those in need 
• Respect persons who are in a position of authority 
• Respect the need of others to work in an environment of learning and teaching 
• Support the College Leadership and School staff in the development of a Christ-centred learning community  

 
I am committed to supporting the College’s policies by: 
 

• Acknowledging that the College Leadership has the ultimate responsibility to implement these policies 
• Work with the School teaching staff to deal promptly with areas of concern speaking directly with the appropriate person 
• Treat all members of the School Community with respect and courtesy 
• To speak positively to my child regarding their school experiences 
• Communicate with the College the reason for my Child’s absence within 7 days and will seek permission from the College 

Principal prior to going on family holidays during term time 
• I will support the College in both the positive and negative levels of the Behaviour Management System as it relates to my 

child 
• I am committed to ensuring my child arrives at school on time and equipped for the day 
• I am committed to ensuring that my child is wearing the correct school uniform 

 
 

  



 

 

 
 
 
 
ST PHILIP’S CHRISTIAN COLLEGE PORT STEPHENS 

APPLICATION FOR EXEMPTION FROM ATTENDANCE AT SCHOOL 
 
NOTE: PART A is to be completed by the student’s parent and returned to the Principal. 

If exemption is sought for more than one student, separate applications must be made for each 

student. 

 

PART A  STUDENT DETAILS 

Family name: __________________________ Given name(s): ___________________ 

Age: ________________  Date of Birth: ____ (dd)/ ____ (mm)/_____ (year) 

School Registration Number: ________________ (office to complete)  

Student’s Address:  _________________________________________________ 

   _____________________________ Postcode: ____________ 

School Name: St Philip’s Christian College Port Stephens    Class/Year: ___________ 

Dates of exemption applied for: _____/______/______ to _____/______/______ 

Number of School Days: _________ 

REASON FOR APPLICATION FOR EXEMPTION (Please tickþ) 

Exceptional domestic circumstances  

Other Exceptional Circumstance 
(This may include such as health of the student where sick or alternative enrolment is not appropriate) 

 

Direction under Section 42D of the Public Health Act 1991 
(This can include infectious diseases, refer to extract of Act on college portal) 

 

Employment in entertainment industry/participation in elite sporting event for 

short periods of time i.e. for one or two days, and at short notice 

 

 

Please provide more detail about the reason for the application for exemption here: 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

NOTE: Where the reason for application for exemption includes long term travel arrangements of 

more than 20 days, copies of travel documentation should be included with the application. 

  



 

 

 
DETAILS OF PRIOR/CURRENT EXEMPTIONS (if applicable) 

Date of prior/current exemption from:  _____/______/_____to _____/______/_____ 

Number of school days: ______________ 

Copy of Certificate of Exemption attached: (Please tick one boxþ): Yes ¨ No ¨ 

 

PARENT DETAILS 

Family Name: ______________________ Given name(s): _________________ 

Address:  __________________________________________________________ 

     ___________________________________ Postcode: ________________ 

Telephone number: _________________ Relationship to student: _______________ 

As the parent of the above mentioned student, I hereby apply for a Certificate of Exemption from 

attendance at school, under the Education Act 1990.  

I understand that if the exemption is granted: 

Ø I am responsible for his/her supervision during the period of exemption 

Ø The exemption is limited to the period indicated 

Ø The exemption is subject to the conditions listed on the Certificate of Exemption 

Ø The exemption may be cancelled at any time. 

I declare the information provided in this application for a certificate of exemption is to the best of my 

knowledge and belief accurate and complete.  I recognise that should statements in this application later 

prove to be false or misleading any decision made as a result of this application may be reversed.  I 

further recognise that a failure to comply with any condition set out in the exemption may result in the 

exemption being revoked. 

 

 

Signature of applicant/s: _________________ Date: __________________ 

 
 

PRIVACY STATEMENT 
St Philip’s Christian College is subject to the Privacy and Personal Information Protection Act 1998.  The information you provide will be used to process 
your child’s application for an exemption from the requirement to enrol at and/or attend school. 
It will only be used or disclosed for the following purposes. 

• General student administration relating to the education and welfare of the student  
• Communication with students and parents 
• To ensure the health, safety and welfare of students, staff and visitors to the school 
• State and National reporting purposes 
• For any other purpose required by law. 

The information will be stored securely. You may access or correct any personal information by contacting the school.  If you have a concern or complaint 
about the way your personal information has been collected, used or disclosed, you should contact the school. 

 
  



 

 

 

 

 

ST PHILIP’S CHRISTIAN COLLEGE PORT STEPHENS 

APPLICATION FOR EXTENDED LEAVE – VACATION/TRAVEL 

NOTE: PART A is to be completed by the student’s parent and returned to their child’s school 
principal.  
 

 

Please complete table below with details of all students associated with the period of travel:  

FAMILY NAME GIVEN NAME DOB AGE GRADE SRN 

      

      

      

      

      

      

 
Student address:  ___________________________________________________________  
 
 ______________________________________________________ Postcode:  __________  
 
School name: St Philip’s Christian College – Port Stephens 
 
Dates of extended leave applied for: From: / __ / ___   to ___ / ____ / ___  

Number of school days:  _______   

Reason for travel:  __________________________________________________________  

Relevant travel documentation such as an e-ticket or itinerary (in the case of non-flight bound travel within Australia 
only) must be attached to this application. 

 
 
Date of prior exemption/extended leave: From: / ____ / __  to  ___ / ___ / ___  

Number of school days:  ___________  

Copy of Certification of Exemption/Extended Leave – Travel attached (Please tick þ) Yes  
No 

PART A: STUDENT DETAILS 
 

PART A: DETAILS OF PRIOR EXEMPTIONS/ EXTENDED LEAVE – VACATION/ TRAVEL (if 
applicable) 
 



 

 

 
 
 
 
 

 
 

 
ST PHILIP’S CHRISTIAN COLLEGE PORT STEPHENS 

APPLICATION FOR EXTENDED LEAVE – VACATION / TRAVEL 
 

   
  Family name:  ________________________  Given Name:  ______________________________  

 
Address:  _________________________________________ Postcode:  ___________________  
 
Telephone number:  ________________  Relationship to student:  ________________________  
 
As the parent and applicant, I hereby apply for a Certificate of Extended Leave-Vacation/ Travel 
and understand my child will be granted a period of extended leave upon acceptance by the 
principal of the reason provided. 
 
I understand that if the application is accepted: 

— I am responsible for his/her supervision during the period of extended leave 

— The provided period of extended leave is limited to the period indicated 
— The provided period of extended leave is subject to the conditions listed on the Certificate of 

Extended Leave-Vacation/ Travel 
— The period of extended leave will count towards my child’s absences from school 
 
I declare the information provided in this application is to the best of my knowledge and belief; 
accurate and complete. I recognise that should statements in this application later prove to be false 
or misleading any decision made as a result of this application may be reversed. I further recognise 
that a failure to comply with any condition set out in the Application for Extended Leave- Vacation/ 
Travel may result in the provided period of extended leave being cancelled. 
 
 
Signature of parent/s:    Date:    /   /    



 

 

 
 
 
 

St Philip’s Student Code of Conduct 
 

RESPECT GOD 
In all you do seek to honour and obey God. Matthew 22:34-49 

 
RESPECT THE STAFF 

Follow their instructions, address them politely, and seek their help in learning. Titus 3:1 
 

RESPECT YOUR FELLOW PUPILS 
Be helpful whenever you can. Don’t cause fights and don’t do anything that might cause injury.  

Seek to build up and encourage each other. 1 Thess 5:11 
 

RESPECT THE PROPERTY OF OTHERS 
Don’t steal or damage it and be sure to hand in lost property. Exodus 20:15 

 
RESPECT THE TRUTH 

Be honest in all situations and never make up lies about others. 1 Peter 2:1 
 

LEARN ALL YOU CAN 
Make up your mind to pay attention to your work, join in school activities and develop 

your skills during your school years. Proverbs 23:12 
 

LOOK AFTER THE SCHOOL 
Take care of the buildings, furniture, grounds and all the property your parents and the state pay for. 

Proverbs 21:3 
 

EARN THE SCHOOL A GOOD NAME 
Dress properly, behave well, respect visitors, play sport fairly, do your best in all school activities.  

1 Timothy 4:12 
 

BE IN THE RIGHT PLACE AT THE RIGHT TIME WITH THE RIGHT 
EQUIPMENT 

Never miss school or any lesson without proper permission and always be in bounds.  
Always bring the right equipment to each lesson. James 4:17 

 
HAVE THE RIGHT ATTITUDE 

In all you do be gracious and loving, showing Christian qualities. Phil. 2:5 

 
MIDDLE SCHOOL UNIFORM POLICY 

 



 

 

Students of St Philip’s Christian College are to wear the correct uniform at all times. It is to be worn with pride, as it is the 

outward sign of the inner well-being of the student. Your uniform should fit neatly and be kept to a satisfactory standard. 

The school interpretation of what is a satisfactory standard of dress is final, and is listed below. 

 
 

GIRLS 
SUMMER 

College short-sleeve blouse  
Black tie (with or without badge) 

Middle school skirt 
Straw hat 

Short white socks 
Black school shoes 

WINTER 
White long or short-sleeved blouse 

Black Neck tie  
Middle school skirt 

Olive green jumper (Optional) 
Olive vest (Optional) 

Black blazer 
Straw hat 

Black tights OR short white socks (not to be worn together) 
Black school shoes 

BOYS 
SUMMER 

College short-sleeve shirt 
Olive green stripe tie 

Grey shorts or long trousers 
Green wide-brimmed hat or plain black cap 
Long grey socks (pulled up) with shorts only 

Black school shoes 
WINTER 

White long or short sleeved shirt 
Olive green tie 
Grey trousers 

Olive green jumper (optional) 
Olive vest (optional) 

Black blazer 
Green wide-brimmed hat/black cap 

Short grey socks 
Black school shoes (as above) 

MIDDLE SCHOOL SPORTS UNIFORM 
SUMMER 

College polo shirt 
College green shorts 

Green hat or black cap 
Short white socks 
Black sport shoes 

WINTER 
College green track pants and jacket 

Green hat or black Cap 
White socks 

Black sports shoes 



 

 

MIDDLE SCHOOL UNIFORM POLICY 
ADDITIONAL INFORMATION 

Bags 
Only St Philip’s Christian College backpacks are permitted. 
Hats 
Hats must be worn to and from school all year. Parents are asked to insist that students wear 
the proper hat to and from school. Students are to wear hats whenever they are outside, e.g. 
recess, lunch, sport, sports carnival, outdoor excursions and activities. Students who do not 
have a hat with them will be directed to be in the shade. Please note, this is the straw hat for 
girls. 
Ties 
Students must wear ties at all times during Terms Two and Three. 
Blazers 
Blazers must be worn to and from school at all times during Terms Two and Three. 
Skirts 
Are to be knee length and sit on the waist. 
Shoes 
Must be black, leather lace up that can be polished. They must be kept clean and in good repair. 
Black, leather joggers are required to be worn with the sport uniform.  
Shirts 
Junior School shirts are to be kept tucked in at all times. Middle School & Senior School shirts 
are to be kept tucked in at all times in Terms Two and Three. 
Socks 
White ankle (girls), college/long with stripe (boys/summer), short grey (boys/winter). Boys 
socks must be pulled up at all times.  
Jumpers 
Can be worn all year round and can be the outer garment in Terms One and Four. 
Sportswear 
College sports uniform, including SPCC branded sports socks must be worn on sport day. The 
College sports uniform should be brought in a bag to school for PE sessions. In colder weather, 
sports tracksuit jacket and pants are to be worn and must be the outer garment. 
Accessories – Black Gloves  
May be worn in Terms Two and Three. 
Stockings  
Permitted for girls in Terms Two and Three. 
Make-up and nail polish 
Is not permitted. 
Jewellery 
Girls are allowed to wear one modest ring, a watch and one pair of studs or sleepers as ear-
rings (no necklaces, bracelets, anklets or visible body piercing). Boys are allowed to wear a 
watch but are not permitted to wear any other jewellery including earrings or studs. 
 
 



 

 

Tattoos No visible tattoos are permitted. 
Hair accessories 
Must be in school colours, either white, black or bottle green. 
Under garments 
Can be worn under school shirts in winter but must not be coloured, patterned or visible. 
Hairstyles 
Should be neat and well presented. The college will not accept hairstyles that are not a natural 
colour, outlandish or draw attention to a student. Boys are to be clean-shaven and their hair must 
not touch the collar. Long hair will need to be tied back. Girls in Junior and Middle School are also 
required to have their hair tied back. 
 
Middle School Lost Property: 
Please label uniform and other property clearly and permanently to avoid lost articles. 
Labelled property will be returned at the first available and convenient time to the student.  
Students can seek lost articles at the Middle School Office. 
Unclaimed garments without a label will be held until the end of the current term, then recycled to 
avoid build up and subsequent confusion regarding ownership. 
 

 
 


