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OUR MISSION
Sacred Heart College Kyneton is a Catholic Co-educational Secondary School in the Mercy Tradition where students
thrive in a vibrant learning and caring community.

OUR VISION
Sacred Heart College Kyneton is committed to building an inclusive community that proudly celebrates its faith
tradition and Mercy ethos. Our students will aspire to excellence in their studies and will retain a lifelong love of
learning as global citizens.

OUR VALUES
In living our Mission and Vision, we are guided by the following Mercy Educational Values:
•
•
•
•
•
•

Service
Hospitality
Justice
Compassion
Respect
Courage

OUR COMMITMENTS
In leading contemporary learning, we will:
•
•

Implement modern pedagogical practices that foster global, independent,
lifelong learners
Encourage creativity and skills development that enable students to envisage
and pursue fulfilling lives for themselves in current and future contexts.

In nurturing exemplary leadership, we will:
•
•
•

Build and uphold respectful relationships amongst staff and students
Foster collaboration and open, honest communications amongst the College
community
Model and promote engagement with social issues and the pursuit of socially
just outcomes for local and global communities.

In forging relationships for success, we will:
•
•

Ensure high expectations and the pursuit of learning excellence
Provide inclusive, safe and caring learning environments that build students’ personal efficacy, resilience and
confidence.

OUR CREST
•

The Sacred Heart: The foundation of our College and our Feast Day.

•

The Latin motto Semper Fidelis: The College motto is Semper Fidelis – Faithful Always – an invitation to our
students to live their lives accordingly.

•

Scroll: In ancient times, any important document was written on a scroll. Hence our motto is written on a scroll to
emphasise their importance.

•

The Shield: The shield signifies protection. The training and ideals imparted to us during our College life will act as
armour and be a source of strength in our future lives.

•

The Laurel: The palm or laurel branches. The palm or laurel branches symbolise victory. In ancient times, the
winner of a race was given a laurel wreath in recognition of their victory over death. We are reminded that our lives
can be seen as a struggle to win the prize of victory given to us when we uphold our Christian faith.
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COLLEGE
BUILDINGS
COLLEGE BUILDINGS
Gabriel Sherlock
Sherlock Building
Building-–Main
MainBuilding
Building(named
(namedafter
after
Mother
Gabriel
Sherlock,
Foundress).
Mother
Gabriel
Sherlock,
Foundress).
Buckley Wing -– Creative
CreativeArts
ArtsBuilding
Building(named
(namedafter
afterSister
SisterGenevieve
Genevieve
Buckley,
Foundress).
Buckley,
Foundress).
Also home to the Automotive
Workshop
Hilary Wing – Year 7 Area (named after Sister Hilary Stevenson)
Hilary Wing - (named after Sister Hilary Stevenson)
Xavier Wing – Music Area and Staff Room (named after Sister Xavier O’Leary)
Xavier Wing
- Music
Areaarea
and Staff
Room
Sister
Xavier O’Leary)
Cephas
Wing
– Science
(named
after(named
Sister after
Cephas
Riordan)

CephasBlock
Wing–- Years
Science
area
(named after Sister Cephas Riordan)
Mercy
8-10
area.
Mercy Block
Quambi
– School Gymnasium
Quambi - School
Gymnasium
Catherine
McAuley
Library – College Library (named after Mother Catherine McAuley, foundress of the Sisters of
Mercy)
Catherine McAuley Library - College Library (named after Mother Catherine McAuley, foundress of the Sisters of Mercy)
Gordon Clarke Oval – Main Oval (named after Mr Gordon Clarke, College Groundsman for many years)
Gordon Clarke Oval - Main Oval (named after Mr Gordon Clarke, College Groundsman for many years)
The House – Uniform Shop, Counsellors’ Interview Rooms
Caroline Chisholm Cottage – Home to the College’s archives and the College Uniform Shop
Patricia O’Neill Wing – Senior Studies Area (named after Sr Patricia O’Neill, past pupil, who matriculated from Sacred
PatriciaCollege
O’Neill in
Wing
- (named
afterwas
Sr Patricia
past
pupil, who
from Sacred
Heart
Heart
1896).
Sr Patricia
electedO’Neill,
Superior
General
of thematriculated
Australian Sisters
of Mercy,
in College
1954. in 1896).
Sr Patricia
wasHospitality
elected Superior
Ursula
Frayne
CentreGeneral of the Australian Sisters of Mercy, in 1954.
UrsulaMoloney
Frayne Hospitality
Centre
Mary
Theatre and
Drama Studies Facilities included in the extensions to the Catherine McAuley Library.
Mary Moloney
andadjoining
Drama Studies
Facilities
Careers
HouseTheatre
– Building
the East
of the College property.
Wellbeing
Centre Workshop.
Wood
Technology
Wood Technology
Workshop
Multi-Purpose
Room
(Facility)
Multi-Purpose
Room
Portables
P1 and
P2
Arthurson
Atrium Hub
– Named after the late Mr John Arthurson, first lay Principal of SHC (2006-2010)
Applied Learning
Vivian
Dwyer
Senior
Learning
Centre
– Named
Sr Vivan
Dwyer,
Principal
SHC
(1975-1978)
Arthurson
Atrium
– (named
after
the late
Mr Johnafter
Arthurson,
first
lay Principal
of of
SHC)
(2006-2010)

Vivian Dwyer Senior Learning Centre – (named after Sr Vivan Dwyer, Principal of SHC) (1975-1978)
Careers Centre - housed within the Vivian Dwyer Senior Learning Centre
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BRIEF HISTORY OF SACRED HEART COLLEGE
1889

Convent established in Kyneton. St Thomas Aquinas Secondary School opened (29 July 1889 with 24
pupils).
1906
New building in High Street begun.
1907
School opened in High Street.
1926
Chapel added. School became Sacred Heart Ladies’ College. Boys went to Marist Brothers.
1930-40 School catered for boarders, and day students, Prep to Leaving.
1950s Primary classes phased out.
1960
Boarding School and Forms 5 and 6 phased out.
1970
Total enrolment of 85 girls. New classroom and Science Laboratory added.
1972
Boarding school closed.
1973
Returned to being coeducational.
1974
First full-time lay teacher.
1975
New classrooms added.
1977
Mezzanine floor added above the Hall – used for Library.
1979
HSC classes resumed at Sacred Heart College.
1981
New Science Laboratory, toilet block and classrooms added. Quambi opened on 8 December.
1982
Opening of Mercy Block.
1983
Completion of Creative Arts area. Conversion of Convent.
1984
Completion of Sports Grounds.
1987
Four new additional classrooms for Year 7 and establishment of Senior Library.
1989
Centenary Year. Renaming of College buildings. Establishment of Hilary Bursary. Plaque commemorating
100 years of Mercy Education unveiled. Time Capsule buried – to be unearthed 2039.
1991
Completion of Catherine McAuley Library.
1993-4 Two Computer Laboratories added.
1995
A third Computer Laboratory added and a Technology/Horticulture facility built. A house and land, next to
the College, were purchased for future development.
1997
New Senior Studies building begun.
1998
Opening of Senior Studies Building – Patricia O’Neill Building.
1999
Refurbishment of Creative Arts Block and Technology Area. Construction of third Science Laboratory.
2000
Purchase of vacant land adjoining west of College property.
2003
Completion of the Ursula Frayne Hospitality Centre.
2004
Completion of the extensions to the Catherine McAuley Library and the Drama/Media Studies facilities,
including the Mary Moloney Theatre.
2004
Purchase of house and land adjoining the east of the College property.
2006
Installation of P1 and P2 (Year 10), Multi-Purpose Room (Facility), Wood Technology Workshop and
expansion of Automotive Technology Workshop.
2007
Construction of all-weather Shelter for passive recreation.
2008
Construction of College front fence and gates, Refurbishment of C3 Science Laboratory,
Refurbishment of Quambi Amenities block.
2009
Language Centre refurbishment.
2010
Refurbishment of House and construction of new Uniform Shop.
2011
Addition of heating in Chapel.
2012
Reinstatement of side Chapel.
Addition of new Hilary Classroom.
New House in High Street becomes Careers House.
2013
Enclosure of shelter to create the Arthurson Atrium.
2014
125th Anniversary Year
2015
Centenary of ANZAC Celebrations
2016
Opening of the Vivian Dwyer Senior Learning Centre
2019
130th Anniversary Year and Blessing of Chisholm Cottage
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WE ARE A CATHOLIC COLLEGE IN THE MERCY TRADITION
We are part of this College Community and what we do makes a difference. As members of this community we
commit to living out the Mercy Education Values of Compassion, Justice, Service, Courage, Hospitality and Respect in
all that we do.
When we fail in this commitment we will make amends, take responsibility and accept reasonable consequences with
humility. We also see these times as an opportunity for learning and growth.

GUIDING VALUES
We commit to the following values and demonstrate them in the following ways:

We listen empathetically. We consider all points of view and act in a
considered and appropriate manner.

We are balanced and impartial. We are non-discriminatory and work to forge
strong relationships within our community.

We value everyone in our community.
We abide by the rules and the expectations of the College with dignity.

We welcome all and celebrate diversity. We share our gifts freely and support those in need.

We are responsible to our community. We offer our assistance freely and with humility and grace.

We are honest and brave. We act with integrity to challenge ourselves and others.
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OUR COLLEGE
Sacred Heart College was founded by the Sisters of Mercy in July, 1889 as a Secondary School with 24 pupils. It was
originally called St Thomas Aquinas’ Secondary School. In August a boarding school was opened. The original site
was on the corner of Wedge and Yaldwyn Streets. In 1907 the school moved to the present site. The chapel was added
in 1926 and the school became Sacred Heart Ladies’ College (despite the fact that there were still some male pupils).
In 1973 the College returned to being coeducational. The College celebrated its Centenary in 1989.
The College is a community of students, teachers and parents within the Kingdom of God with Christ as its centre
and focus. It strives for the total development of the human and spiritual faculties of its members who, in response, are
inspired to commit themselves to serve God and others and make the world a better place in which to live.
We are a Catholic College in the Mercy Tradition. We are responsible for living out the Mercy Education Values of
Compassion, Justice, Service, Courage, Hospitality and Respect in all that we do.

CHILD SAFE
Victoria has introduced compulsory minimum standards for organisations that provide services for children to help
protect them from abuse.
In 2016, Ministerial Order 870 was introduced and outlines the Child Safe standards with which all organisations
working with children in Victoria must comply. The purpose of these child-safe standards is to ensure that child safety
is an organisational priority in Victorian organisations involved in child-connected work.
At Sacred Heart College Kyneton, we believe that all students have the right to feel safe. Our systems and structures
support our College Community and prioritise the safety and wellbeing of our students. The College has a robust
Pastoral structure, comprising Homeroom Teacher, Year Level Leader, Deputy Principal, Principal and College
Counsellors. While Homeroom Teachers and Year Level Leaders would be the first contact for issues surrounding
bullying or other distressing situations, all of these people may be contacted if required.
The College has appointed two Child Safe Officers, Ms Julie Mortimer and Mr Paul Hopkins, as the nominated College
contacts for issues of abuse. They may be contacted at the College via phone or email: childsafe@shckyneton.
catholic.edu.au, or the concern may be logged through the Wellbeing Referral process, under Student Life on the
website. The College has also formed a Child Safe Committee, whose role it is to review policies and procedures for
reporting allegations of abuse, environmental issues relating to safety, and monitoring the promotion of Child Safe
updates and information to the College Community. All policies regarding Childsafe can be found on the College
website.

GENERAL STATEMENT
School procedures are necessary to enable the College to function effectively for the benefit of all involved. All
members of the College Community are expected to show:
•

Respect and care for oneself as an individual within the community

•

Concern for the welfare of others, their rights, feelings and opinions

•

Care for and sensible use of property

RESPECTFUL RELATIONSHIPS – ANTI BULLYING POLICY
•

The College’s Respectful Relationships – Anti Bullying Policy expands on the expectations stated above. These
policies are available on the College website

•

The Sacred Heart College Community considers bullying and harassment unacceptable behaviour. In line with our
Mercy Values, our aim is to eradicate bullying

•

Students who are bullied or who witness bullying should report such incidents to either their Homeroom Teacher
or their Year Level Leader/Co-Directors of Senior School

•

They can also approach the College Wellbeing Team for assistance

•

Our main aim is to eliminate the occurrence of these inappropriate behaviours through education, however,
strategies have been put in place to give appropriate and effective consequences for those who continue to bully
and harass others
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AVENUES OF COMMUNICATION
If parents have a concern or information they need to communicate, please follow the avenues as listed below. The
first point of contact should be the Homeroom Teacher or Subject Teacher depending on the nature of the concern.

Wellbeing
related

Subject
Related

Homeroom
Teacher

Subject Teacher

Year Level
Leader/

Learning Area
Leader

Head of School

Deputy
Deputy Principal
Principal
Student
Student
Wellbeing

Deputy Principal
Learning and
Teaching

Principal

Principal

APPOINTMENTS
Parents wishing to see a teacher may email the teacher directly. The email addresses of the Homeroom teachers, Learning
Area Leaders and the Year Level Leaders/Co-Directors of Senior School are on PAM under Parent Documentation.

NEWSLETTER AND SOCIAL MEDIA
The College Newsletter is an important link between the College and parents. It is a means of communication as well
as information. The College Newsletter is distributed via email each fortnight. We are also very active on Facebook
and Twitter where we post student achievements along with information on the many events that are occurring at
the College.

SIMON – ONLINE LEARNING MANAGEMENT SYSTEM
The SIMON Learning Management system is our College intranet. It is the homepage for all College computers.
SIMON is used every day by students and teaching staff. Student attendance is also recorded in SIMON.
SIMON is accessible to students from home using their College username and password.
Students can access their timetables, College calendar and daily messages. Students can also access handouts and
worksheets online via SIMON Learning Areas. If a student has been absent from class or mislaid documentation, they
are encouraged to download the relevant work to complete at home.
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PAM – PARENT ACCESS MODULE
PAM is the Parent Access Module of SIMON and can be used by parents to view current information regarding their
child/children and College activities. All parents are issued with a parent username and code for access.
The following information is available to parents and guardians via PAM:
•

Daily Messages

•

Upcoming Events

•

College Policies and Handbooks

•

Student Information (including Attendance data)

•

Assessment and Homework Task Due Dates

SIMON and PAM can be accessed by clicking on the links on the College webpage. Please contact the College via
email pam@shckyneton.catholic.edu.au if you require further assistance.

GENERAL INFORMATION
AEROSOLS
Students are not to bring aerosols (including deodorants and hairsprays) to school, or on any school-related activities,
e.g. Camps and Excursions. Aerosols are not acceptable within the school environment for a variety of reasons. Many
aerosols are flammable; they can cause skin/eye irritation and they have been known to induce asthma attacks.

ASSEMBLIES / MASSES
College assemblies and liturgies are an implicit and explicit part of the education at Sacred Heart College. They are
designed as part of the faith and spiritual development of the students.
All students of the College community are required to attend these assemblies / liturgies.
Throughout the school year, the College gathers to celebrate Mass. Parents and friends are welcome to celebrate
these liturgies with the College community. Students are required to attend in full school uniform, including blazer.

ASSESSMENT RESPONSIBILITIES OF STUDENTS AND TEACHERS

Homework task notified,
this may include class
work not completed
Completion date

Post Due Date

Due date set, noted in the Learning
Journal or on digital device. (Parents
can access details of homework through
'Classwork' in Learning Areas on PAM)

Not submitted

Student and subject teacher
meet to discuss and negotiate
to complete set work. This
could be at lunchtimes or via
an extension.

Submitted on time

Not received. An out of school
hours completion or detention
will be issued. Failure to
attend: a parent/ guardian,
student and relevant staff
member meeting will occur

10
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In the event of inability to complete task, the student must:
•

Have communicated with teacher at least 24 hrs prior to due date with a legitimate reason as to why the
assessment task cannot be completed

•

In the event of unforeseen circumstances an extension maybe granted. The Assessment and Reporting Policy is
available from the College

PERIOD 5
It is essential that students at Sacred Heart College undertake and complete all set work to the best of their ability. This
involves keeping up with all work, including when a student is absent for a lesson. Completing all set work satisfactorily
and undertaking assessment tasks are important methods of consolidating a student’s learning, in preparation for the
next unit or topic of study.
A lesson after school (Period 5) has been implemented for students to complete assessment tasks that they had
unavoidably missed or for school work that has not been completed to a satisfactory standard. This also enables
students not to miss additional lessons during the school day to complete or re-do the task. Period 5 will commence
at 3.45pm until 4.30pm, 5.00pm or 5.25pm depending on the task that is to be completed. Parents will be notified in
writing prior to the set date.

Reports
Interim Reports are available through the Parent Access Module (PAM)
•

At the end of Terms 1 and 3 for all Year Levels.

End of Semester Reports are available through the Parent Access Module (PAM)
•

Mid-year for all Year Levels

•

At the end of the year for Years 7-11

Student Progress Interviews
Student Progress Interviews are conducted in conjunction with the distribution of written reports during the year.
Additional interviews are arranged whenever either parents or teachers consider it advisable. It is expected that
students attend the interview with their parent(s).

ATTENDANCE EXPECTATIONS
•

Attendance is compulsory for all students enrolled at Sacred Heart College

•

If a student is absent, parents must inform the College by 9.00am on the day of the absence.
Years 7-9 phone: 5421 1223 and Years 10-12 phone: 5421 1242

•

If the College is not notified, an SMS will be sent to the Parent/Guardian at approximately 9.30am. (The absence
line is open at all times i.e. absences can be phoned in the night before)

•

Verbal, written or email explanation is required from parents for a student absence. However, if a student is not
participating in an official all-school or Year Level College activity, a written explanation is required

•

If a student is going to be absent for an extended period, such as a family holiday or surgery, parents need to
inform the Principal in writing, giving as much notice as possible

•

Senior students (those studying VCE, VET and VCAL) are to refer to the specific information relating to attendance
requirements

•

Participation in all major College events is an expectation of enrolment at Sacred Heart College

Late and Leave Passes
•

If a student is going to be late to school, parents must inform the College in the morning and then upon arrival,
the student must report to the Student Office (7-9) or the Student Programs Office (10-12), to sign in and receive
an ‘Late Pass’.

•

Passes are not automatic. They should only be asked for in unavoidable/exceptional circumstances

•

A parental note with the reason for the leave pass must be presented to the student’s Year Level Leader/
Co-Directors of Senior School, or Homeroom Teacher at the beginning of the day

•

If approved, staff member will sign the parental note. The student then shows the note to his/her teacher as they
leave class

•

The student must report to the Student Office (Year 7-9)/ Student Programs Office (Year 10-12) when departing the
College and again when returning
12
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BALLGAMES
•

Gordon Clarke and Top Ovals are open for ball games. Due to wet conditions, the ovals
may be closed

•

Kicking/throwing ball games are to be played on the ovals

•

Basketball, Netball and Downball are to be played on the asphalt areas

•

The ovals are not to be used for passive recreation

BELL TIMES
Warning Bell

8:45 AM

Home Room

8:50

to

9:05

Period 1

9:05

to

10:20

Recess

10:20

to

10:45

10.40

Warning Bell
Period 2

10:45

to

12.00

Changeover

12.00

to

12:05

Period 3

12:05

to

1:20

Lunch 1st half

1:20

to

1:45

Access Bell

1:30 PM
1:45

Lunch 2nd half

to

2:10

2:05 PM

Warning Bell
Period 4

2:10

to

3:25

Lockers

3:25

to

3:30

College Buildings – Timetable Reference
M203: 1st character represents building name (e.g. Mercy)
2nd character represents Level 1 or 2
3rd & 4th characters represent the room number
Gabriel Sherlock

G

Hilary

H

Xavier O’Leary

X

Portables

P

O’Neill

O

Mercy

M

Frayne

F

Cephas Riordan

C

Multi Purpose Room

MPR

Agriculture & Horticulture

AH

Arthurson Atrium

A

Genevieve Buckley

B

Wood Technology

WT

Vivian Dwyer Senior Learning Centre

D

Catherine McAuley Precinct
(Library & Theatre)

CM

Quambi

Q

Wellbeing Centre

W
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BUSES AND PUBLIC TRANSPORT
Behaviour in any public place should ensure safety and bring credit to the individual, the group and the College as a
whole. Students must behave in an orderly manner when entering, leaving or travelling on the buses or trains.

When travelling on a bus, College rules for behaviour and interaction apply.
•

No student is permitted to walk or stand in the aisle, or move from seat to seat in a moving vehicle

•

Students must wear seatbelts where provided

•

Sitting on arm-rests is not allowed

•

When seated, face the front of the bus and do not stand up until the bus has stopped. If, at any time, the driver
has to brake suddenly, the risk of injury by being thrown about is decreased if passengers are seated

•

Where racks are provided, use these for bags. If no racks, keep bags under seat and clear of the aisle

•

Smoking and the use of bad language or offensive gestures are definitely not permitted on school buses

•

No object should be thrown either inside the bus or from it. It is an offence by law to throw any object from a
moving vehicle

•

Screaming and shouting are distractions to the driver and students should refrain from this practice

•

When leaving the bus, always go behind the bus before crossing the road. This gives following motorists a clear
view of any pedestrians

•

Vandalism and graffiti will not be tolerated

•

Food and drink are not to be consumed on the bus

•

Fighting or aggressive behaviour is not allowed

•

No part of the body of a person shall protrude from the bus

NB: Failure to adhere to these rules may lead to suspension from the bus.

Students wishing to change buses:
Under the College policy (as set in consultation with the transport department, bus companies and other
schools) a change of bus will only be granted for the following reasons:
•

Sporting commitment

•

Medical appointment

•

Employment reason

•

Exceptional reasons where a parent cannot collect their child.

A reminder that any student wishing to change buses must see the Bus Coordinator at least the day prior to
the change of travel date with a parent signed letter outlining the request. Requests on the same day as the
travel change may not be allowed.

CAFETERIA
The Cafeteria operates daily at recess and lunchtime out of the Arthurson Atrium and the following procedure must
be followed:
•

Lunches should be ordered online at www.flexischools.com.au, alternatively students can purchase lunch at the counter

•

Students must queue in the appropriate places to obtain service

•

Students are expected to show courtesy and respect to Cafeteria staff at all times

•

Students are expected to keep the Cafeteria area clean and are to clear their tables of any rubbish prior to leaving
the building

CARE OF PROPERTY
•

Students must take care to ensure that other students’ property and College property are not damaged

•

Any deliberate damage to property must be repaired and/or paid for by the student concerned

•

Damage to property must always be reported immediately to the Homeroom Teacher

•

Lost property must always be reported to the Student Office as soon as possible after a thorough search has
been made

•

Articles which are lost at the College will be kept in the Student Office
14
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OPEROO – STUDENT RECORDS
We cannot emphasise enough the importance of updating student records. In an emergency we need all the
information available to us. We keep information such as relevant medical data, emergency contacts, addresses and
telephone numbers for all students on our computer system. Should parents change address or workplace, or if
medical records need updating, it is essential that your record on OPEROO is updated immediately.

CLASSROOMS AND RESTRICTED AREAS
Cleaning Classrooms and Kitchenette
•

At the end of each lesson, each classroom must be left tidy and clean ready for the commencement of the next
lesson

•

At the end of each day, each classroom must be left tidy and clean. The Classroom Timetable is displayed by the
Homeroom Teacher

•

The provision of a kitchenette for senior students’ use is to be seen as a privilege. The cleanliness and general
tidiness of this room are the responsibility of the senior students

Yard Clean-up
•

When the first bell goes at the end of Recess and Lunch, students and staff need to clean up that area

•

The cleanliness and tidiness of the College are the responsibility of the College Community. All students should
place litter in the rubbish bins provided

Out of Bounds
•

Staff Offices and the Staffroom

•

Fence and shrub areas at the front of the College

•

Staff Car Parks

•

Maintenance Area

•

Areas beside and behind Portables

•

Area behind Dwyer Building

At Recess and Lunch, the following Classrooms are out of bounds
•

All classrooms unless accompanied by a teacher

•

Hilary and Mercy Buildings

•

Specialist areas such as Science Laboratories, Creative Arts and Technology, Music, Language, Food Technology/
Hospitality Centre, Computer Laboratories and the Hall must not be used at Recess or Lunchtime, unless a
teacher is present. No food or drink is allowed in specialist areas.

Areas with Restricted Access
•

During Lunch the ovals are ‘No Food/Drink’ areas

•

Stairways and corridors must not be used as play areas or sitting areas

•

The far side of Mercy and Hilary blocks is to be used only as a thoroughfare

•

Only students wishing to go to the College Office may enter and exit the College via the concrete path near the side
Chapel

•

Quambi can only be used when a teacher is present. No food or drink is allowed in Quambi

CYCLISTS
All students who cycle to school must:
•

Wear appropriate safety helmets

•

Should ride on the road and obey all road rules

•

Walk their bicycle across the crossing

14
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DAILY MESSAGES
•

Daily Messages, which outlines the day’s activities, can be accessed by students on SIMON each day

•

All staff and students are invited to contribute news items to Daily Messages. Students can leave notices at the
student office

EXCURSIONS
All upcoming excursions will be notified via email through the Operoo system, and permission for the student to
participate is then acknowledged also through Operoo. Students who do not have permission through Operoo will
not be permitted to attend.

EXTRA-CURRICULAR ACTIVITIES
The present arrangements are as follows:
•

Student Leadership

•

Sports – College Swimming, Athletics, Cross Country and a variety of Inter House and Inter School sports.
Students have the opportunity to try out for sporting activities organised by the College Sports Coordinator

•

Cultural & Curriculum Related – Public Speaking, Debating and Learning Area Weeks, Extension Programs, eg.
Music, Production

•

Camps – Retreats and Excursions
–

Year 7, 8, 9 and 10 attend a Reflection Day and Camp

–

Year 11 and 12 attend a Retreat

Camps and Reflection Days are compulsory at Sacred Heart College as they are integral to the Faith Development of
students.

FIRST AID (SICK BAY)
Students need to obtain a note from their teacher and go to First Aid if they are feeling ill. First Aid will be rendered, after
which the student will either remain in First Aid or return to class. Students who are injured or become unwell will be sent
home after contact has been made with a parent or an emergency contact who is able to care for them. Students are NOT
permitted to contact their parents themselves to collect them from the College when they are unwell. Parents should not
send students who are already unwell to the College.

Medications
•

The College will not supply over-the-counter medications (e.g. Paracetamol or Mylanta) to students. An exception
may occur during camps, excursions or tours, when a student may require short-term relief from an ailment or injury
and a parent, guardian or medical practitioner is not readily available to administer the medication.

•

The College will only assist in the administration of over-the-counter or prescribed medications at the request
of a student’s parents/guardians. A parent or guardian must complete a Medical Authority Form authorising staff to
assist with or supervise the student’s administration of any medication. This is available on the College website
under Our College /Policies and Forms. The completed Medical Authority Form with the clearly labelled
medication is to be taken to First Aid for safe storage and administration. Students are not permitted to keep any
medications in their school bags.

•

SHC takes its responsibilities with students with asthma very seriously. It is important to have up to date
information about the management of student’s asthma. An Asthma Management Plan needs to be completed
annually for students with Asthma and/or if treatment changes. It needs to be completed in consultation with and
signed by the student’s Medical Practitioner and uploaded to the student’s Operoo profile. Parent cooperation in
having these forms completed and uploaded promptly, is crucial.
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The College must fully comply with Anaphylaxis Ministerial Order 706 and the associated Guidelines published by the
Department. It is the responsibility of the parent to:
•

provide the ASCIA Action Plan;

•

inform the College in writing if their child’s medical condition, insofar as it relates to allergy and the potential for
anaphylactic reaction, changes and if relevant, provide an updated ASCIA Action Plan;

•

provide an up-to-date photo for the ASCIA Action Plan when that Plan is provided to the School and when it is
reviewed; and

•

provide the College with an Adrenaline Auto injector that is current and not expired for their child.

•

Ensure their child is supplied with an EpiPen to be carried to and from College in their backpack.

The College will develop an Individual Anaphylaxis Management Plan and it will be in place as soon as practicable
after the student enrols and where possible before their first day of school.

HOMEWORK RESPONSIBILITIES OF STUDENTS AND TEACHERS

Homework task notified,
this may include class
work not completed
Completion date

Post Due Date

Due date set, noted in the Learning
Journal or on digital device. (Parents
can access details of homework through
'Classwork' in Learning Areas on PAM)

Not submitted

Student and subject teacher
meet to discuss and negotiate
to complete set work. This
could be at lunchtimes or via
an extension.

Submitted on time

Not received. An out of school
hours completion or detention
will be issued. Failure to
attend: a parent/ guardian,
student and relevant staff
member meeting will occur

Marked and
feedback
delivered

In the event of inability to complete the task by the completion date, the student must:
•

Have communicated with teacher at least 24hrs prior to the due date with a legitimate reason as to why the
assessment task cannot be completed. This must also be acknowledged by teacher and a discussion taken place
to renegotiate the due date

•

The Homework Policy is available from the College
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Study Advice
At the beginning of each year all students are advised to draw up homework timetables. A space is provided for this in
the Student Planner and Subject Teachers will assist if necessary.
The right conditions for home study are important. If possible a student should have:
•

A room to themselves or at least away from distractions such as television

•

A desk or table with good lighting

•

A chair which offers lumbar support

Some valuable study rules are:
•

Have a regular time for home study

•

Avoid distractions – have everything ready before you start

•

Understand what you learn – if you do not understand some part of your work, ask your teachers to explain it
before you try to learn it. Do not waste time just reading notes you do not understand

•

Do not just sit – at all times have a pencil and paper handy and jot down headings and notes. Studying must be
‘active’. Reading aloud and writing are far more effective than just reading

•

See your subject as a whole – do not learn isolated parts of a topic. Get a general picture before learning details. A
summary of the main points is essential

•

Memorise Essentials – certain things such as formulas, and dates must be learned by heart. This can be done by
writing and then saying aloud. Repeating these facts is an essential part of learning

•

Break up learning into small modules – divide work into manageable parts and learn each part, i.e. learn rules from
one chapter one night and then the rules from another the next night

LOCKERS AND VALUABLES
•

All students are supplied with a locker

•

Students will be supplied with a combination lock when they commence at the College. This lock is to be used
and kept for the duration of their time at the College

•

It is the student’s responsibility to ensure all their belongings are kept in their locked locker when not in use

•

Students’ bags must be kept in their lockers and not in the classroom

•

Large sums of money, personal electronic equipment and other valuables should not be brought
to the College. Money, for example, can be handed to the Student Office/Student Programs Office
for safe-keeping

•

The College accepts no responsibility if valuables are lost or stolen

LOST PROPERTY
•

Lost property is kept in the Student Office and students who have lost items of their uniform should check there to
see if it has been handed in.

•

It is essential that all items of clothing are clearly marked with student name to aid in return of lost items.
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PHONE/PERSONAL DIGITAL DEVICE EXPECTATIONS
Sacred Heart College does not have a ‘bring your own’ digital device policy. The College issues all students with a
Notebook Computer. Policies governing the possession, care and use of these devices are explained to students and
their parents at the time of issue.
•

Students are permitted to bring phones or other personal digital devices to school

•

If brought to school, the device should be turned off and locked in the student’s locker during the school day

•

If a student is observed using a phone/other private device during school time, without teacher permission, the
device will be confiscated and retained at the Student Office for the remainder of that school day

•

If a student needs to make an urgent phone call during the school day, permission to use a school phone will be
granted by their Teacher or Year Level Leader/Co-Directors of Senior School

•

In line with the law, personal devices are not to be used for taking photos of others without their permission.
This includes during travel to and from school. The only exception to this is when, with the permission of the teacher
and class peers, photos are being taken during a class activity for learning and teaching purposes

•

The College accepts no responsibility if a phone/digital device is lost or stolen

PUNCTUALITY
•

Students are expected to be in their Homeroom by 8:50am. If a student arrives later than 9:00am he/she must get
a late pass from the Student Office or Student Programs Office

•

Students must be at all classes at the scheduled starting time

•

Students should not need to go to lockers between periods. Before Homeroom, students collect books required
for Period 1. At the end of Recess they collect their books for Periods 2 and 3 and at the end of lunch they collect
their books for Period 4

SCHOOL CROSSINGS
•

The School Crossings must be used every time the streets need to be crossed

•

Students must not cross the street unnecessarily

•

Students must obey the Crossing Supervisor’s instructions

•

All students must stand on the footpath, behind the white line, until the Crossing Supervisor blows the whistle twice.
Only then may students cross

•

If the Crossing Supervisor, for whatever reason, wants students to stop, the whistle will be blown once

•

Students must walk between the white lines of the crossing. If students walk outside these lines, and an accident
occurs, they will not be deemed to have been crossing at a School Crossing
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CATHERINE McAULEY LIBRARY
The Catherine McAuley Library is the information centre of the College. Students are encouraged to utilise the facilities
during recess and lunchtime for recreational reading, study or socialisation. The computers may be used during these
times, with priority given to students completing schoolwork or research. The Library classroom can be used for quiet
study or group work. During class time students may come into the Library as a class group or individually with their
class teacher’s permission.

OPENING HOURS
Monday to Friday from 8.30am to 4.30pm.

BORROWING
•

Students will be issued
issued with
with borrower
borrower ID
ID cards
cardsduring
duringTerm
Term1.1.These
Thesecards
cardsshould
shouldbe
becarried
carriedatatallalltimes
timestotoallow
allow
ease of borrowing.

•

Both fiction and non-fiction
non-fiction books
books have
have aa loan
loan period
period of
of two
twoweeks.
weeks. High-demand
Students are emailed
overdue
notices
for limit
resources
may have
a loan
books
that have
not
been
returnedare
after
this time.
Family
accounts
will be
charged
with
the returned
purchaseafter
pricethis
of time.
and a shorter
loan
time.
Students
emailed
overdue
notices
for books
that
have not
been
long-overdue
books
notcharged
returnedwith
by the
of each
Semester.
Family accounts
will be
the end
purchase
price
of long-overdue books not returned by the end of each

•

Semester.may borrow up to 5 books from the Fiction and Live-It collections and up to 3 books from the Study-It
Students
collection
a time.
Magazinesatand
periodicals are available for fortnightly loan.

•
••

•

Magazines and periodicals are available for fortnightly loan.
Students can also access the Wheelers ePlatform collection of ebooks and audiobooks using their school username
Students
can also
collection
of ebooks
andhome
audiobooks
and password.
Theaccess
links forthe
thisWheelers
collectionePlatform
are on Simon
and on
the Library
page. using their school
username and password.

ONLINE RESOURCES
The Library subscribes to a number of online resources that can also be accessed from home via an Internet
connection. Please refer to the Library website for the relevant username and password to access these resources.

SCANNING, PHOTOCOPYING AND PRINTING:
•

Facilities are available for students and are charged via the Papercut system

•

Students can add funds to their account at the Service Desk

AUDIO-VISUAL EQUIPMENT
There are a limited number of audio-visual resources, such as digital cameras, tripods and audio recorders available
for student loan. Please see a member of the Library Staff for an AV permission form at least one week before you
wish to borrow an item. Instruction will be provided on the use of the equipment if required.

FURTHER INFORMATION
More information about the Catherine McAuley Library can be found here:
https://shckyneton.libguides.com/c.php?g=920542

RESEARCH ASSIGNMENT GUIDELINES (INCLUDING BIBLIOGRAPHIES)
The process of research involves coming into contact with other people’s ideas. While the purpose of research is to
read widely and gather information from a range of sources, it is accepted practice that you acknowledge the use of
any words, ideas or images which are not your own. Sources of information which must be acknowledged include:
•

Ideas which are not your own.

•

Graphs, statistics, drawings, plans which could not be considered common knowledge.

•

Paraphrases of the words or ideas of another person.

•

Graphics and images which are not your own.
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PLAGIARISM:
Not acknowledging your sources or using another person’s work and presenting it as your own is called plagiarism.
PLAGIARISM:
For
example,
you areyour
plagiarising
present
as person’s
your workwork
information
cut and itpasted
offown
the is
internet.
Plagiarism
Not
acknowledging
sources iforyou
using
another
and presenting
as your
called plagiarism.
PLAGIARISM:
is
regarded
asyou
cheating.
It is recommended,
therefore,
that
you
keep a record
of the
sources
youinternet.
use, as Plagiarism
you do your
For
example,
are
plagiarising
if
you
present
as
your
work
information
cut
and
pasted
off
the
PLAGIARISM:
Not acknowledging your sources or using another person’s work and presenting it as your own is called plagiarism.

research,
toas
avoid
unintentional
plagiarism. therefore, that you keep a record of the sources you use, as you do your
is
regarded
cheating.
Itsources
is recommended,
Not
acknowledging
using
another
and presenting
as your
called plagiarism.
For
example,
you
areyour
plagiarising
iforyou
present
as person’s
your workwork
information
cut and itpasted
offown
the is
internet.
Plagiarism
research,
to
avoid
unintentional
plagiarism.
Referencing
also
demonstrates
that
you've
read
relevant
background
you
can
authority
for your
For
example,as
you
are plagiarising
if you
present
as
yourthat
work
information
cut and
pasted
off provide
the
is
regarded
cheating.
It is recommended,
therefore,
you
keep aliterature
record
ofand
the
sources
youinternet.
use,
as Plagiarism
you do
arguments
make
in your
assignments.
is
regarded
as
cheating.
It is recommended,
therefore,
that
you keep aliterature
record ofand
theyou
sources
you use,
as you do
research,
toyou
avoid
unintentional
plagiarism.
Referencing
also
demonstrates
that
you've read
relevant
background
can provide
authority
for your
research,
toyou
avoid
unintentional
plagiarism.
arguments
make
in
your
assignments.
Referencing also demonstrates that you've read relevant background literature and you can provide authority for
REFERENCING
STYLES
Referencingyou
also
demonstrates
that you've read relevant background literature and you can provide authority for
arguments
make
in your assignments.
arguments
youthat
make
your assignments.
It is important
theincorrect
style is used for citing sources and writing bibliographies. At Sacred Heart College the
REFERENCING
STYLES
style
to be used
forSTYLES
thecorrect
majoritystyle
of subjects
is the
Harvard
Style.
senior
History students
(YearsHeart
10-12)
the Oxford
It is important
that
the
is used for
citing
sources
and For
writing
bibliographies.
At Sacred
College
the
REFERENCING
Styletoofbe
referencing,
which
includes
footnotes,
is to
be used.
Senior
Psychology
students
use(Years
APA style.
style
used
for
the
majority
of
subjects
is
the
Harvard
Style.
For
senior
History
students
10-12)
the Oxford
REFERENCING
STYLES
It is important that the correct style is used for citing sources and writing bibliographies. At Sacred Heart College
the
Style
referencing,
which
includes
is to
be
used.
Senior
Psychology
students
APA Heart
style.
Harvard
Style:
https://www.citemaker.com/shckyneton.vic/harvard/
It
is important
that
correct
style
isfootnotes,
used for
citing
sources
and
writing
bibliographies.
Atuse
Sacred
College
the
style
toofbe
used
forthe
the
majority
of subjects
is the
Harvard
Style.
For
senior
History
students
(Years
10-12)
the Oxford
CITEMAKER
style
toofStyle:
be
used
for the
of subjects
is the
Harvard
Style.
ForPsychology
senior History
students
10-12)generator
the Oxford
Style
referencing,
which
includes
footnotes,
is to
be used.
Senior
use(Years
APA
style.
Oxford
https://www.citemaker.com/shckyneton.vic/oxford/
Harvard
Style:
https://www.citemaker.com/shckyneton.vic/harvard/
The
school
subscribes
tomajority
CiteMaker
which
creates
references
for
you.
CiteMaker
isstudents
the
preferred
reference
Style of referencing, which includes footnotes, is to be used. Senior Psychology students use APA style.
and
students
should create an account. This allows them to save their references for each assignment. Students can
APAall
Style:
https://www.citemaker.com/shckyneton.vic/apa/
Oxford
Style:
https://www.citemaker.com/shckyneton.vic/oxford/
Harvard
Style:
https://www.citemaker.com/shckyneton.vic/harvard/
ask
librarians
for
assistance with CiteMaker.
Harvard
Style:
https://www.citemaker.com/shckyneton.vic/harvard/
APA
Style:
https://www.citemaker.com/shckyneton.vic/apa/
Oxford
Style:
https://www.citemaker.com/shckyneton.vic/oxford/
Harvard
Style:
https://www.citemaker.com/shckyneton.vic/harvard/
Oxford
Style:
https://www.citemaker.com/shckyneton.vic/oxford/
HARVARD
REFERENCING
STYLE
APA
Style:
https://www.citemaker.com/shckyneton.vic/apa/
Oxford
Style:
https://www.citemaker.com/shckyneton.vic/oxford/
APA
Style:
https://www.citemaker.com/shckyneton.vic/apa/
The Harvard
Style uses “in-text”
citations for “direct quotes” and paraphrasing e.g. (Smith & Bruce 1997). The full
HARVARD
REFERENCING
STYLE
APA
Style:
https://www.citemaker.com/shckyneton.vic/apa/
citation
for the
source
is “in-text”
then included
in a bibliography
that must
be attached ate.g.
the (Smith
end of &the
assignment.
The
Harvard
Style
uses
citations
for “direct quotes”
and paraphrasing
Bruce
1997). The full
HARVARD
REFERENCING
STYLE
citation
for the
source
is “in-text”
then included
in a bibliography
that must
be attached ate.g.
the (Smith
end of &the
assignment.
HARVARD
REFERENCING
STYLE
The
Harvard
Style
uses
citations
for “direct quotes”
and paraphrasing
Bruce
1997). The full

HARVARD
STYLE
EXAMPLES
The
Harvard
Style
uses
citations
for “direct quotes”
and paraphrasing
Bruce
1997). The full
citation
for the
source
is “in-text”
then included
in a bibliography
that must
be attached ate.g.
the (Smith
end of &the
assignment.
citationcitation
for the
source
is then
a bibliography that must be attached at the end of the assignment.
In-Text
of
an idea
from included
a book orinarticle:
HARVARD
STYLE
EXAMPLES
In-Text
citation
of an idea
from a book or article:
HARVARD
STYLE
EXAMPLES
No punctuation between surname and date
HARVARD
STYLE
EXAMPLES
In-Text citation
of an idea
from a book or article:
Noa punctuation
between surname and date
In-Text citation of an idea from
book or article:
No
punctuation
between
surname and date
(Smith
& Bruce
1997)
Round brackets
No
punctuation
between
surname and date
(Smith
& Bruce
1997)
Round brackets

(Smith surnames
& Bruce 1997)
Authors’
Publication date Round brackets
(Smith surnames
& Bruce 1997)
Authors’
Publication date Round brackets
In-text citation of a direct quote from a book includes the page number:
Authors’ surnames Publication date
Bibliography
list order
In-text citationorofReference
a direct quote
from asurnames
book includesPublication
the page number:
Authors’
date
Bibliography
list order
In-text citationorofReference
a direct quote
from a book includes the page number:
No
punctuation
between
and date
In-text citationorofReference
a direct quote
from
a book includes
thesurname
page number:
Bibliography
list
order
No
punctuation between surname and date
Bibliography or Reference list
order

No
punctuation
between
surname
(Smith
& Bruce
1997,
p.8) and datePage number
No
punctuation
between
surname
(Smith
& Bruce
1997,
p.8) and datePage number

(Smith surnames
& Bruce 1997,
p.8)date
Page number
Authors’
Publication
(Smith surnames
& Bruce 1997,
p.8)date
Page number
Authors’
Publication
BIBLIOGRAPHY
Authors’ surnames Publication date
A bibliography is a list of all sources
used
in preparing
your essay date
or assignment. All sources must be listed
BIBLIOGRAPHY
Authors’
surnames
Publication
alphabetically
titleinif preparing
no author your
is acknowledged)
in the following
format:
A
bibliographyby
is aauthors’
list of allsurname
sources(or
used
essay or assignment.
All sources
must be listed
BIBLIOGRAPHY
alphabetically
by
authors’
surname
(or
title
if
no
author
is
acknowledged)
in
the
following
format:
BIBLIOGRAPHY
A bibliography is a list of all sources used in preparing your essay or assignment. All sources
must be listed
Author,
Date,
ofinPublication
A bibliographyby
is aauthors’
list of allsurname
sources
used
inif preparing
your
essayPlace
or assignment.
All sources
must be listed
alphabetically
(or
title
no Title,
authorPublisher,
is acknowledged)
the following
format:
alphabetically by authors’ surname
(or title if no Title,
authorPublisher,
is acknowledged)
the following format:
Author,
Place
ofinPublication
Title isDate,
italicised (or
underlined
if handwritten)
Author,
Title, (or
Publisher,
Place
of Publication
Title isDate,
italicised
underlined
if handwritten)
Author, Date, Title, Publisher, Place of Publication
Title
is
italicised
(or
underlined
if
handwritten)
WEBSITES
Title is italicised (or underlined if handwritten)
WEBSITES
Title Year (or nd if no date), Retrieved Day Month Year, from URL
WEBSITES
Year Fund
(or nd(nd),
if noRetrieved
date), Retrieved
Month
from URL
WEBSITES e.g. WorldTitle
Wildlife
20 AprilDay
2015,
fromYear,
http://www.wwf.org.au/
Title
Year
(or
nd
if
no
date),
Retrieved
Day
Month
Year,
from
URL
e.g. World Wildlife Fund (nd), Retrieved 20 April 2015, from http://www.wwf.org.au/
Title Year (or nd if no date), Retrieved Day Month Year, from URL
e.g. World Wildlife Fund (nd), Retrieved 20 April 2015,
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Examples
In the text

In the Bibliography

Single author OR
(direct quote)

(Dickens 1946) OR
(Dickens 1946, p.24)

Dickens, C 1946, David Copperfield,
Souvenir Press, London.

For two or three authors

(Malbon & Bishop 2006)

Malbon, J & Bishop, B 2006, Australian

For four or more authors

(First Author’s surname et al, date)

Include the name of all authors as above

Corporate author
(Government body, etc.)

(Roads Corporation Victoria 2006)

Roads Corporation Victoria 2006,
Victorian rider handbook, Vicroads,
Melbourne.

From hard copy

(Stephens 1989) OR
(Stephens 1989, p12)

Stephens, N 1989, ‘Technology Studies’,
Technotes, vol. 2, no. 1, p. 12.

Online

(Goldman 2014)

Goldman, J 2014, ‘Crying baby mammals
all sound the same to mama’, Scientific
American. Retrieved 30 November 2014,
from http://www.scientificamerican.com/
article/crying-baby-mammals-all-soundthe-same-to-mama/

From hard copy

(Dow 1995) OR
(Dow 1995, p3)

Dow, S 1995, ‘Suffer the little Children’,
The Age, 8 July, p. 3.

Online (editorial –
no author)

(Cricket captain Michael Clarke
a light in dark times, 2014)

‘Cricket captain Michael Clarke a light in
dark times’ 2014, Sunday Herald Sun.
Retrieved 30 November 2014, from http://
www.heraldsun.com.au/news/opinion/
cricket-captain-michael-clarke-a-light-indark-times/story-fni0ffsx-1227139377993

From hard copy

(Laser 1992) OR
(Laser 1992, p70)

‘Laser’ 1992, World Book Encyclopedia,
Vol.12, World Book Inc, New York, pp.
69–72.

Online

(Industrial Revolution 2014)

‘Industrial Revolution’ 2014, Britannica
School, Retrieved 30 November 2014,
from http://school.eb.com.au/levels/
middle/article/275053

(INSEADofficial 2010)

INSEADofficial 2010, Social responsibility
in business today. Retrieved 13 November
2012, from http://www.youtube.com/
watch?v=0qwDQN-b72Y

Books

Journal Articles

Newspaper Articles

Encyclopaedia Article

Online Video (Youtube)
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YEAR 10–12 HISTORY
OXFORD STYLE
Senior History students from Year 10 up are encouraged to use the Oxford style of referencing. This style uses
footnotes at the bottom of the page for direct quotes and paraphrasing. A small number is allocated to the quote or
idea and a footnote is applied at the bottom of the page.

Example:
“…positive human relations are essential”1 (See bottom of the page for footnote)
The full citation is then also listed in the Bibliography, the only difference being the authors surname comes first.
Oxford style Bibliography references should also have a hanging indent as shown below:

Smith, J. and Bruce S, A guide to personnel management, (London, Cambridge University Press, 1997).
Author, Title, (Place of Publication, Publisher, Date).
ABBREVIATIONS USED IN CITATIONS AND BIBLIOGRAPHIES
ed., eds. – editor(s)
et al.

– and others

n.d.

– no date

n.p.

– no place (of publication); no publisher; no page

vol., vols. – volume(s)
rev.

– revised (edition)

p., pp.

– page(s)

etc.

– and the rest; and so on

ibid.

– in the same book/place

op. cit.

– in a work already quoted from

SOURCES USED FOR THESE GUIDELINES:
Compact Oxford English Dictionary (2019), Oxford University Press. Retrieved 26 November 2019 from
https://global.oup.com/booksites/content/019929625 1/writingforstudy/referencing/
Harvard Citation Style (2014), The University of Western Australia. Retrieved 30 November 2014 from
http://guides.is.uwa.edu.au/friendly.php?s=harvard
Oxford Referencing Style (2014), The University of Western Australia. Retrieved 30 November 2014 from
http://guides.is.uwa.edu.au/Oxford
Swinburne Harvard Style Guide (2014), Swinburne University of Technology. Retrieved 30 November 2014 from
http://www.swinburne.edu.au/lib/studyhelp/harvard_style.html

1.

J. Smith & S. Bruce, A guide to personnel management, (London, Cambridge University Press, 1997), p.36.
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SHC DIGITAL TECHNOLOGIES (INCLUDING IPADS, LAPTOP & COLLEGE DESKTOP COMPUTERS)
RESPONSIBLE USE POLICY AND GUIDELINES
RESPONSIBLE USE
Students should:

Respect the aims of the ICT and digital devices programs
•

When in class use ICT equipment and resources for educational purposes only.

Respect others
•

Follow the same standards of behaviour online as you are expected to follow in real life

•

Observe copyright rules by respecting the information, ideas and artistic works of others

•

Acknowledge the author or publisher of information from the Internet and do not claim the work as your own

Keep safe online
•

Keep passwords, personal details and work secure

•

Always get teacher permission before publishing to any online resource

UNACCEPTABLE USE
The following uses of ICT are considered unacceptable:

Personal safety Do NOT:
•

Send or post personal information, images or audio about yourself or other people. Personal contact information
includes home address, telephone or mobile number, College address, work address, email addresses, etc

•

Use a credit card to purchase Apps

Illegal activities Do NOT:
•

Make deliberate attempts to disrupt other people’s use of ICT

•

Make deliberate attempts to destroy data by hacking or any other means

•

Engage in any illegal act, such as threatening the personal safety of others

Network security Do NOT:
•

Attempt to gain access to any device or service, to which you do not have authorised access. This includes
attempting to log in through another person's account or accessing another person's files or emails

•

Provide your password to another person

•

Post information that, if acted upon, could cause damage to, or disrupt the network

Respect for privacy Do NOT:
•

Re-post a message that was sent to you privately without the permission of the person who sent the message

•

Take or distribute photos, sound or video recordings of people, including background figures and voices, without
their permission

Respect for others Do NOT:
•

Use obscene, profane, rude, threatening, sexist, racist, disrespectful or inappropriate language

•

Make personal attacks on another person/people

•

Harass another person. If someone tells you to stop sending them messages, you must comply with their request

Plagiarism and copyright Do NOT:
•

Plagiarise works found on the Internet.

•

Use material from the Internet in a manner which is a breach of copyright laws

•

Access or use material from the Internet which relates to exam or assignment cheating

Access to inappropriate material Do NOT:
•

Use ICT to access material that:
– is profane or obscene (pornography)
– advocates illegal acts
– advocates violence or discrimination towards other people
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SACRED HEART COLLEGE STUDENT LEADERSHIP STRUCTURE
The Student Leadership structure at Sacred Heart College Kyneton provides the opportunity for students to pursue
an area of interest that will cater for their talents and passions. The Senior College Cabinet is replicated at the Junior
school level, providing an avenue for leadership experience and succession planning throughout the school. The
elected members of the Junior Cabinet are titled Leaders, and they will liaise with relevant staff, senior captains,
and their own representative groups. All areas have an appropriate staff member to work with them. These staff will
currently be in roles associated to the Student Leadership area.
The structure is based on teams. The College Captains work with all of the Captains at the Senior level, as well as
convening a combined Senior and Junior Cabinet gathering once per term, to discuss student related College issues
and to set the goals for the term in each of the areas. The Captains (Senior) and Leaders (Junior) also have teams,
comprising Representatives from the Junior and Senior year levels for the various areas.

Senior College
CabinetCABINET
– CaptainsFOR 2021
SENIOR
COLLEGE
Position
Position

Student
Student

College Captains

Savannah Roberts & Bryn Rowland
Georgia
Waddington and Lincoln Roberts

College Captains

Anna Donnelly

Faith Captain

Faith Captain

Isabella Acquisto

Mercy@Work Captain

Isabella Grant & Scarlett Shannon

Mercy@Work Captain

Anna Donnelly

Student Wellbeing Captain

Jessica Wheeler

Academic
Captain
Sports
Captain

Fergus
Sinnott and Ellinore Johnson-Cornes
Jessica Roan

The
Captain
TheArts
Arts
Captain

Amber Snell
Jepsen
Sarah

Culture
SportsCaptain
Captain

Noah Hooper-Higgs
Mikayla
Tunley

Applied Learning Captain

Kathryn Kristian-Kelly

Academic Captain

Student Wellbeing Captain

Culture Captain

Camp Campaspe Captain

Applied Learning Captain

Jack O’Leary

Jonathon Dettmann

Jessica Barron

Zoe Plias and Cameron Prebble

Tyrone Hargreaves

Junior College Cabinet – Leaders

JUNIOR
Position COLLEGE CABINET FOR 2021
Position

Student

Junior College Captains

Student
Faith Zoch & Alexander Lonergan

Junior
College
Faith
Leader

Bridie
D’Arcy Sutton
Egberts and Sarah Zarkov

Captains

Mercy@Work
Leader
Faith Leader

Nicolas Egberts
Hanna
D’Arcy

Academic Leader

Bella Trethowan
Charli
Shalders and Faith Zoch

Mercy@Work Leader

Student Wellbeing Leader

Student Wellbeing Leader

Sports Leader

Jessica Bourke

Meg Shurey
Poppy Mills

Academic Leader

Hazel Smith

The Arts Leader

Rose Sud and Bella Trethowan

Sports Leader

Angelique Doherty and Jasmine Short

Culture Leader

Eve Moait

The Arts Leader
Culture Leader

Charlotte Godsmark
Hannah Dwyer
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HOUSE CAPTAINS / HOUSE VICE CAPTAINS / JUNIOR HOUSE CAPTAINS FOR 2021

Position

Student

Chisholm House Captains

Courtney Banner and
Zachary Ryan

Chisholm House Vice Captains

Callum Brooks and
Ethan Daw

Chisholm Junior House Captain

Frida Foerster

Nightingale House Captains

Jemima Bradfield Smith and
Matthew Hanna

Nightingale House Vice Captain

Dominic Prout

Nightingale Junior House Captain

Lachlan Hall

O’Neill House Captains

Lila Freeman and
Paige Koliba

O’Neill House Vice Captains

Patrick Byrne and
Medbh Harkin

O’Neill Junior House Captain

Nellie Byrne

McAuley House Captains

Lisa Marie Doria and
Rohan Mele

McAuley Junior House Captain

D’Elle Edmonds
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STUDENT MANAGEMENT SYSTEM
BEHAVIOUR EXPECTATIONS – GUIDING PRINCIPLES AND CLASSROOM EXIT PROCEDURE
Guiding Principles
Members of the College seek to:
• live authentically, guided by the values taught by Jesus and echoed through our Mercy Education values
• treat each other with respect and as worthy individuals
• act for justice in our community
• understand others and respond to them in times of need
• know the power of forgiveness and offer this to others
• encourage the development of right relationships, self-respect, personal responsibility, and respect and care for
others within and beyond the College community
• reflect logical and fair sanctions for breaches of expectations and responsibilities
• work with community members through an emphasis on restorative practices
Sacred Heart College manages all disrespectful behaviour using a combination of consequences in conjunction with
Restorative Practices. These focus on learning how to take responsibility for one’s actions and their impact on others,
and ways to repair the harm where relationships have broken down. A restorative approach also aims to develop
resilience in the midst and in the aftermath of harmful and distressing experiences.
Sacred Heart College is committed to:
•
•
•
•
•
•
•

promoting a vibrant culture of learning and wellbeing
promoting appropriate standards of behaviour
upholding both prevention and intervention measures with respect to behaviour
working with students to build resilience and manage difficult situations
ensuring that staff are appropriately trained to manage incidents through an understanding of the use of the
Student Management System
encouraging the reporting of behaviour which breaches this policy
developing a calm and orderly environment

Behaviour Expectations
The College expects that each member of our community will:
•
•
•
•
•
•

live by the Mercy Values that are promoted through our College community
behave respectfully, listen to others and communicate responsibly
enable equal learning opportunities for all
understand that an individual’s actions are their responsibility and may result in consequences;
value and contribute to a safe and secure environment
follow all College expectations and regulations

The College’s primary expectations of STAFF are that they will:
•
•
•

model positive behaviour
respond fairly and constructively when behaviour expectations are not demonstrated
work collaboratively with parents and guardians to resolve learning, wellbeing and behaviour concerns

The College’s primary expectations of STUDENTS are that they will:
•
•
•
•

behave in a safe, respectful and responsible manner towards staff and other students
comply with and model College values
not disrupt the learning of others
make the most of their educational opportunities

The College’s primary expectations of PARENTS and GUARDIANS are that they will:
•
•
•
•
•

be fully aware of the College’s expectations of students as outlined in the Student Planner
uphold the terms and conditions of their child’s enrolment as signatories on the enrolment form
communicate with staff in a positive and constructive manner when they have a complaint or grievance about the
College’s handling of a particular behavioural breach
keep the College informed and up-to-date on matters pertinent to their son / daughter’s learning, behaviour and
overall wellbeing
The College is committed to ongoing dialogue with students and parents about its expectations and to regularly
communicating information that assists all members of the school community to uphold and support this policy

28

SACRED HEART COLLEGE KYNETON

29

BEHAVIOUR MANAGEMENT
AND SUPPORT SYSTEM
At Sacred Heart College Kyneton, a four tiered Behaviour Management
and Support System is in place. Students generally come to an
understanding of expectations through the Behaviour Management
System. If not, they move to Behaviour Monitoring and then perhaps
Student Support. At this stage, students with other concerns, such
as Attendance, Academic Achievement and Wellbeing may also be

BEHAVIOUR MANAGEMENT SYSTEM

1

EXITS used by teachers when Learning cannot take place in the classroom. All teachers
follow their own Classroom Management strategies.Teachers follow:

REMIND

WARN

ACT

for a Receipt. This is an EXIT recorded on SIMON. Students work through consequences.
If disruptive behaviour continues.....

BEHAVIOUR MONITORING

2

Student and parent/carer meet with Year Level Leader and Homeroom Teacher
Director of Learning Support
Coordinator included as required. Teacher feedback on student progress in areas of
concern obtained prior to each meeting. At end of term, decision made to either cease
meetings if behaviour is no longer a concern, or student moves to Student Support
System.
If poor behaviour continues.....

STUDENT SUPPORT SYSTEM

3

The STUDENT SUPPORT SYSTEM is an intensive program designed to work with the
student and their family in order to develop strategies and behaviours that will improve self
regulation. System is also used to monitor Attendance and Wellbeing issues. Meetings with
Head of School, YLL, parent/carer and student are held every two weeks. Student input and
parent
Director of Learning Support
Coordinator attend as required. Strategies relating to concerns are developed as a group,
staﬀ feedback obtained as to progress prior to each meeting. Aﬁrmations are sought and
recorded. As student behaviour improves, meetings are held on a less regular basis.
However, the proceess can be reinstated if required. DPSW will be involved as required.

AT HOME SUPPORT, NEGOTIATED TRANSFER

4

For some students, AT HOME SUPPORT
attendance. In the case of students who have wellbeing or mental health concerns,
prolonged illness or are school refusers, this process assists in keeping students
connected to the College Community. AT HOME SUPPORT
interim for a negotiated transfer to another educational option, while enrolment is in the

29

After three EXITS, due to continued
disruptive classroom behaviour,
the student is withdrawn from
class for two periods to complete a

Student receives a RED EXIT CARD
and is exited to either Student

is completed and discussion takes
place with student, HR Teacher
and YLL.

to the concern. Each PRESCRIBED
REFLECTION is recorded on SIMON
and a letter is generated. Parent/

call and generated email from YLL.
Parent/Carer must collect student
and meet with student and YLL to
discuss issue and expectations for
moving forward.

After two PRESCRIBED
REFLECTIONS, student receives an
AFTER SCHOOL DETENTION until
5pm on prearranged night. Each
AFTER SCHOOL DETENTION is
recorded on SIMON.

AFTER SCHOOL
DETENTION

6&7
EXITS

8&9
EXITS

generated letter from DPSW.
Re-entry meeting with student,
Parent/Carer, DP and Head of
School takes place before student
is permitted to return to classes.

EXTERNAL SUSPENSION is
recorded on SIMON. Parent/
timetable to the rest of the College
community. Each INTERNAL
SUSPENSION is recorded on
phone call and generated letter
from YLL. Meeting with student,
Parent/Carer and YLL. Head of
School and Welling Staﬀ as required.

After two INTERNAL SUSPENSIONS
student receives an EXTERNAL
SUSPENSION and must complete

After two AFTER SCHOOL
DETENTIONS, student spends a
day in an INTERNAL SUSPENSION

EXTERNAL
SUSPENSION

10 & 11
EXITS

Consequences
Consider Causes
EXITS

ACT

INTERNAL
SUSPENSION

Warn students of
the consequences
if they continue.

WARN

process. If behaviour continues after EXTERNAL SUSPENSIONS, students will enter BEHAVIOUR MONITORING and then perhaps STUDENT SUPPORT
NEGOTIATED TRANSFER arranged.
SYSTEM. In extreme situations, AT HOME SUPPORT

The BEHAVIOUR MANAGEMENT SYSTEM is designed to address behaviour issues that disrupt the LEARNING ENVIRONMENT. Students progress
through the system incrementally. Behaviour does not need to escalate in severity for this to occur - it simply needs to continue. Classroom exits occur
when a student’s behaviour PREVENTS LEARNING FROM HAPPENING in the classroom.
The system works on a 50 day cycle. After an exit reaches 50 days it is then removed. All incidents are recorded on SIMON and provide detail of the

receipt on arrival and they return
to class.
Each EXIT is recorded on SIMON.
Homeroom Teacher, Year Level
Leader, Deputy Principals and
DOSFAD are alerted to each EXIT.
A restorative discussion about the
issue takes place between subject
teacher and student as soon as
possible following the EXIT.

PRESCRIBED
REFLECTION

4&5
EXITS

1, 2, 3
EXITS

Remind students of
behaviour expectations,
put classroom
management strategies
in place.

REMIND
BEHAVIOUR
MANAGEMENT
SYSTEM
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STUDENT
MANAGEMENT
SYSTEM

If learning cannot take place...

Exit

Teacher gives student RED EXIT CARD
Teacher sends student with RED CARD and student
planner to EITHER Student Office. Student completes
RECEIPT and student office sends email to Year Level Leader

Student returns to class with RECEIPT
and teacher signs

Teacher and Student have restorative conversation and
discuss effect and consequence of behaviour, if appropriate

Teacher records incident on SIMON in Behaviour Tracking
Student takes RECEIPT home to be signed by parent

Student shows signed RECEIPT to
Homeroom teacher the next morning
If not signed, Homeroom teacher contacts
home to INFORM PARENTS

Student moves along the
STUDENT MANAGEMENT SYSTEM FLOWCHART
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STUDENT PLANNER
Students should take their Student Planner to all classes. Student Planners are designed to aid student planning and
organisation. They are to be used for:
•

Recording homework, due dates, assessment tasks, excursions etc.

•

Positive and negative comments from teachers

•

Communication between teacher/student, teacher/teacher and teacher/parents

•

Exit stickers

NB: The Student Planner is not to be used as a personal diary.
Parents and Homeroom Teachers should check the Planner regularly.

STUDENT WELLBEING
The Student Wellbeing Team provides counselling and support which assists students in developing decision-making
competencies and life skills strategies. Counselling is available to support students with:
•

Behavioural Problems

•

Loss and Grief

•

Anger Management

•

Depression and Anxiety

•

Study Skills and Time Management

•

Personal Development

School based referrals take place through the students’ Homeroom Teacher or Year Level Leader/Co-Directors of
senior school. Referrals can be made on-line on the College Website using the following link: http://shckyneton.
catholic.edu.au/student-life/student-wellbeing/

SUN PROTECTION
While students are responsible for providing and wearing sunscreen when outdoors, sunscreen is available for
students and staff from First Aid, Staff Offices and Quambi at all times and specifically on College Carnival days,
Camps and Excursions.

WET WEATHER
•

If it is raining or excessively cold, wet weather arrangements will be announced

•

In such cases, students are permitted within designated buildings, but not classrooms

The Arthurson Atrium is available
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SACRED HEART COLLEGE UNIFORM
At Sacred Heart College we strive to be a vibrant learning community where our students thrive. Learning and
Teaching are the most important things we do. A pre-condition to successful schools is to establish an orderly
environment where we have high expectations and nurturing relationships. Uniform is an important aspect to how we
express ourselves and the pride we take in our College to which we belong. Wearing the uniform correctly is a positive
step to reaching our goals and should be a simple process of following a dress code. The rules firstly need to be
clear to all, and accountability then follows to maintain consistency. As such we provide the following rules to assist in
wearing the College uniform correctly. Keeping it simple, we focus on learning and the values that we want to see all
our students embrace in our Catholic College based on the Mercy Tradition.
Please refer to our College website: www.shckyneton.catholic.edu.au, and the Uniform Brochure, for all uniform
expectations.

UNIFORM REQUIREMENTS
Uniform is compulsory at Sacred Heart College and dress should always reflect care in personal grooming and
enhance the reputation of the student and the College.
Consequences will be applied to students who show disregard to the College uniform requirements. If a student is
unable to wear full and correct uniform, a note must be provided by a parent/guardian. Students without a note will
receive a detention.
Before a student is enrolled at Sacred Heart College, the student’s parents or guardians are required to sign
an Acceptance of Enrolment Form. This form states that, by accepting enrolment, parents agree to their child
wearing the full and correct College uniform.
The College Uniform Shop is located at the rear of the cream and burgundy cottage (Chisholm Cottage) within the
College grounds, on High Street. The Shop is open on Tuesday and Thursday, 12.30pm – 4.30 pm.

Points
Note
POINTStoTO
NOTE
When
When representing
representing the
the College,
College, travelling
travelling to
to and
and from
from the
the College,
College, leaving the premises during College hours, College
excursions,
excursions, etc.,
etc., students
students are
are expected
expected to
to wear
wear their uniform correctly and completely.
completely.

Terms
Terms 11 && 44 (Summer)
Students
are Blazer
able toismanage
Term
& 4. ThisJumper
meansand/or
they can
the Blazer
Collegecan
Jumper,
College
The College
optional,their
but outer
if the garments
student is in
cold,
the1 College
thewear
College
be worn,
not
Navy
Jacket or
the Jacket.
College Blazer,
to and
from, and
College
these
Terms.
the College
Navy
On formal
occasions,
thearound
Collegethe
Blazer
is toduring
be worn.
(E.g.
for College photos, College
Masses
at eventsthe
when
representing
College).
On
formaland
occasions,
College
Blazer isthe
to be
worn. (E.g. for College photos, College Masses and at events when
representing the College).

Terms 2 & 3
Terms
2 & 3Blazer
(Winter)
The College
is to be worn as the outer garment over the appropriate winter uniform. We encourage the layering of
the College
warmth,
to bethe
worn
under If,
thehowever,
College itBlazer
during
this period.
Students
areJumper
to wearfor
their
Blazerwhich
to andisfrom
College.
is raining,
students
may wear the Navy Jacket.
The Jacket can also be worn as the outer garment in the College grounds and in the classroom, over the Jumper.

The College Navy Jacket

We encourage the layering of the College Jumper for warmth, which should to be worn under the College Blazer during
This garment can be worn on rainy days to and from the College, over the College Blazer in Terms 2 & 3, on some
this period.
excursions, and specific Physical Education classes. During this period, (Terms 2 & 3), it can also be worn as the outer
garment
in the Navy
CollegeJacket
grounds and in the classroom. This means they can wear it over the College Blazer to and from
The
College
school, then remove the blazer once at school and wear the jacket during the school day.
In addition to the terms above, the jacket can be worn on some excursions, and specific Physical Education classes.
NB: 1. Written explanation from parents for the student being out of uniform, is required.
Sports Uniform
2. Decisions on exceptions to any of the above will be made by the Principal or Deputy Principals
When students are allowed to wear their sports uniform to school (or any other activity including representing the College
at
sport), Uniform
they are required to wear 100% of this uniform. If they can not do this they must wear full College uniform
Sports
(summer or winter relevant to the season).
When students are allowed to wear their sports uniform to school (or any other activity including representing the
College at sport),
are required to wear 100% of this uniform. If they can not do this they must wear full College
Students
- Outthey
of Uniform
uniform (summer or winter relevant to the season).
1. Written explanation from parents for the student being out of uniform, is required.
2. Decisions on exceptions to any of the above will be made by the Principal or Deputy Principals.
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SWIMWEAR
The only swimwear options that apply to all College Swimming Carnivals and swimming lessons are:
Girls:
1. One-piece bathers
2. Two-piece bathers covered over by a rash vest
Boys:
1. Water shorts suitable for swimming (NOT board shorts)
2. Racing bathers

PIERCINGS & TATTOOS
Students are not permitted to have any visible facial or tongue piercings at Sacred Heart College. Visible body
piercing, spacers and tattoos are not permitted. Students with piercings will be asked to either remove them, or
replace with clear flat replacements, and the item will be held at the Student Office for the remainder of the school day.

MAKE-UP / PERSONAL GROOMING
Students are permitted to wear discreet natural tone foundation make-up. Students deemed to be wearing excessive
make up will be asked to remove it. Eyeliner, mascara, eye shadow, false eye lashes or lash extensions are not
permitted. Also, not permitted are long false nails and coloured nail polish. Boys are to be clean-shaven.

HAIR STYLES
Long hair is considered to be hair that is touching the shoulder or longer. Long hair is to be tied back, off the face,
at all times for girls and boys. In practical classes hair must be fully tied back for safety reasons.
Only navy and maroon ribbons, scrunchies or head bands may be worn. Extremes of colour, varying from natural
shades, and hairstyles including dreadlocks, ‘rat tails’ and shaved heads (no less than number 3 shave), are
unacceptable. Extreme hairstyles are determined by the Deputy Principal, Student Wellbeing.

JEWELLERY
Students may wear: a wristwatch; one pair of small, plain stud earrings (5mm) or sleepers (10mm in diameter), in each
earlobe; small crosses may be worn around the neck but should not be visible.

STUDENT UNIFORM DECLARATION
I,

understand the Sacred Heart College

Kyneton expectations regarding uniform, and agree to comply with these requirements.

Student Signature:

Date:

Parent/Guardian Name:
Signature:

Date:
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earn. Care. Flourish.
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Additional Information for new students
Additional
Information
for
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in 2021
Additional
Information
forstudents
new
commencing
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students
commencing
in 2021
PLEASE NOTE THAT ALL COLLEGE ACTIVITIES AND EVENTS WILL BE
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THAT
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EVENTS
PLEASE
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“The blessing of unity still dwells amongst us
– and oh what a blessing –
it should make all things pass into nothing…
This is the spirit of the order indeed –
the true spirit of Mercy – flowing on us”
Catherine McAuley
Letter to Elizabeth Moore
April 12, Easter Monday, 1841

I offer each of you a heartfelt welcome to the wonderful Mercy community of Sacred Heart College and
hope that your journey, and that of your children, is one that offers the truly holistic education possible
within a Catholic school. Your role as parents in the education of your children is fundamental, the
Catholic tradition holds that parents are ‘the first and foremost educators of their children’ and this
sentiment is one close to my own heart. Secondary education should be an equal, open and honest
partnership between home and school and the communication that underlies such a partnership is a
hallmark of Sacred Heart College.
As highlighted in the quote above (written by Catherine McAuley, foundress of the Sisters of Mercy, to
her best friend, Elizabeth Moore), Sacred Heart College is a Catholic school in the Mercy tradition. The
Mercy charism brings a contemporary lens to the life and words of Jesus of Nazareth whose story is the
foundation to our school.
The core business of any school is learning. Growing young women and men into the best human
persons they can be. At Sacred Heart, your daughters and sons will have a vast number of learning
opportunities in and out of the classroom. The most valuable asset in our school is not our grounds and
facilities (although they are amongst the best in the district), rather it is our teachers. They are
passionate, caring and innovative educators committed to personalised and engaging learning
programs.
Finally, the transition from primary to secondary education is a major life step for many young people
and a process that Sacred Heart College invests significant resources into. We aim to provide the
smoothest and most well-informed transition program for your children. We work closely with you and
your child’s primary school to ensure that all information regarding the learning needs of your child is
known to their teachers and staff.
A Sacred Heart College education nourishes young adults ready to take their place in the world,
embracing the core Mercy values of Compassion,Courage, Respect, Hospitality, Service and Justice.
This may seem a distant horizon, but it comes quickly, and this is why we are ready to embrace every
young person about to commence as a 2021 student.
Learn, care, flourish.

Dr Darren Egberts
PRINCIPAL
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TRANSITION TO SECONDARY SCHOOL AND STUDENT WELLBEING

Sacred Heart College has a dedicated group of staff who form the Year Seven Transition Team and who
are committed to ensuring that all information possible is passed on from primary school and home to
your child’s Year 7 teachers.
Transition Team:
Deputy Principal – Student Wellbeing
Director of Transition
College Registrar
Director of Learning Support
Head of Junior School
Year Seven Level Leader
Learning Enhancement Leader

Mrs Julie Mortimer
Mrs Jody Takos
Mrs Denise Lawrence
Mrs Sally Dick
Mrs Jodie Wattie
Mrs Haley Galloway
Mrs Philippa Spring

Please contact the College or any member of the Transition Team at any time if you need to discuss
your child’s transition needs.
Managing Secondary School
The transition into secondary schooling does not just herald changes in classroom environments and
subject offerings, rather a key consideration is the student’s sense of belonging and their level of
wellbeing. It is very normal for new students to feel unsettled for a time, as this can be a challenging
phase for parents and families as many may have concerns about their new beginnings.
As a parent, there is a lot you can do to make this transition as smooth as possible.
As a school we are mindful of all the possible stresses for the student. We have a well-managed and
ongoing transition program which extends far beyond the initial few weeks of the new term and has a
large focus on student wellbeing. As a parent, it is important to ensure that the young person develops
good sleep habits, as sleep is not a luxury, it is essential. This also encompasses being vigilant about
the use of technology in the evening times. It is important that you try to be available to chat with your
child in case there is anything worrying them, as this may go undetected and become a larger issue.
Please contact your child’s Homeroom Teacher if you have any concerns about them starting school.
Another resilience building strategy for young people is to encourage them to identify some people at
school that they feel comfortable asking for help. This simple strategy will increase their ‘help-seeking’
skills and is a major foundation to building their resilience. Transition is an important milestone for our
young people, and good communication between home and school will ensure that this experience is
positive and responds to the diversity and needs of students and their families.

COLLEGE RESPECTFUL RELATIONSHIPS POLICY

It is important that both parents and students read the College Respectful Relationships Policy. To
access the policy, please view the College website and go to Enrolment Information then Respectful
Relationships Policy. If you are unable to access this, please call the General Reception (54211200) to
request a copy.

COLLEGE PARENT CODE OF CONDUCT

Mercy Education is committed to providing a supportive and inclusive environment in which it holds the
safety and wellbeing of individuals as a central and fundamental responsibility.
Mercy Education Limited (Mercy Education) welcomes and values the active engagement of parents and
the wider school community to assist and nurture the care of all children in its care.
The Mercy Education Parent Code of Conduct encourages the development of effective and positive
relationships within its school communities. It expects that parents and the wider school community will
embrace the Mercy values of Compassion, Justice, Respect, Hospitality, Service and Courage, and
respect its traditions and practices.
Each Mercy Education school adopts the Mercy Education Parent Code of Conduct for its school
community.
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HOMEROOM ALLOCATION

Homeroom allocation is a complex process that takes into account activities, individual needs and their
primary school. Please note the College reserves the right to alter, at any time, the allocation of students
to homerooms in order to best meet the needs of the entire student cohort. The utmost care is taken to
achieve the best possible combination of students for wellbeing and learning.

ORIENTATION DAY FOR YEAR 7 - 2021 STUDENTS

Tuesday 8 December 2020: 9.00am - 3.30pm
On Orientation Day, students will have the opportunity to meet each other and their teachers. They need
to bring a pen, pencil, ruler, morning snack, and wear their current school sports uniform (i.e. tracksuit and
T-shirt). Lunch will be provided but students may bring their own lunch if they prefer. The cost of both
2020 Orientation Day and 2021 Orientation Program is included in the 2021 Composite Levy.
Students may travel on school buses on Orientation Day. Please contact the bus companies directly
(Organs Buses 5422-1788, Dysons Buses 5422-1634) to ascertain bus routes and timetables.

COMMENCEMENT DAY FOR STUDENTS

Term 1, 2021 commencement day for students is Monday 1 February 2021.
This will be a special Wellbeing Day where students will be with their Homeroom Teacher, getting to
know their class for the whole day.

MORNING TEA FOR PARENTS OF YEAR 7 - 2021 STUDENTS

We invite parents of all Year 7 students to Morning Tea in the Arthurson Atrium on Monday 1 February
2021 to meet some of the staff and to talk with other parents. This will take place after school begins at
9:00am.

YEAR 7 COMMISSIONING MASS AND WELCOME BBQ

Tuesday 23 February 2021, 5:30pm – Quambi, Sacred Heart College (enter via Begg Street)
Community is at the centre of what we do at Sacred Heart College and we welcome these opportunities
especially when we celebrate the Eucharist. We wish to formally welcome you, both to the College and
the new year, by celebrating together with a family barbeque. This is an opportunity for parents to meet
the Homeroom Teachers, and dinner will be followed by the Commissioning Mass. For the first time the
Year 7 students and families gain a sense of the whole year level, along with the teachers and staff, who
will be guiding them through their first year.
As a Catholic school walking in the footsteps of the Mercy Sisters who have gone before us, it is now our
opportunity to turn the page of history and continue the story. There is no better start than to gather as
people who follow Christ and the teachings of the Gospel.

YEAR 7 CAMP DATES

Monday 1 – Friday 5 March 2021
The Year 7 Camp is an important part of the development of relationships between students, and
between students and teachers. These connections will aid the transition into Sacred Heart College. The
camp is challenge by choice, with a strong focus on strengths and positive psychology. The camp is
important in assisting in the development of independence, and some of the general capabilities outlined
in the Victorian Curriculum to be a 21st Century learner. Sacred Heart College values its Camps
Program, with all camps being a compulsory part of the curriculum.

4

39

N
E
W
S
T
U
D
E
N
T
S
2
0
2
1

N
E
W
S
T
U
D
E
N
T
S
2
0
2
1

UNIFORM

Uniform is compulsory at Sacred Heart College, and dress should always reflect care in personal
grooming and enhance the reputation of the student and the College. Strong sanctions will be applied to
students who show disregard to the College uniform requirements. These include parents being required
to:
 Provide a note why a student is out of uniform
 Arrange for delivery of the correct uniform item
 Support the College when removing students from classes for uniform breaches
When accepting an Enrolment Offer at Sacred Heart College, a student undertakes to wear the
uniform in full, and correctly, each day and to wear it proudly. Parents undertake to support this.
If any parent or student does not feel able to support this, they should not be proceeding with their
enrolment at Sacred Heart College.
Uniforms which have been ordered, will be available for collection from the College Uniform Shop on:




Wednesday 27 January 2021
Thursday 28 January 2021
Friday 29 January 2021

10:00am - 4.00pm
10:00am - 4:00pm
10:00am - 4:00pm

IMMUNISATION PROGRAM
All Year 7 students have the opportunity to receive their Gardasil and Boostrix vaccines free of charge,
at the scheduled immunisation sessions undertaken by the Macedon Ranges Shire Council at the
College.
These immunisations sessions will take place in March and October 2021, with dates to be confirmed.
Please feel free to contact the College Health Centre Coordinator, Mrs Jalna Holmes, at the College if
you have any questions.

FOLLOW US ON FACEBOOK AND TWITTER

The College has a social media presence on both on Facebook and Twitter which allows members of the
College and broader Community to see a selection of achievements and events in which students and
staff are involved.
You can click on the icons below to be directed to these pages– this link is also available on our College
website (be sure you are following the official SHC page).

FOLLOW US ON FACEBO
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COLLEGE FEES AND LEVIES
Further details will be advised later in the year
2021
FeeStructure
Structure -- Standard
Standard Fees
and
Levies
2021
Fee
Fees
and
Levies

YEAR LEVEL
TUITION FEES $
COMPOSITE
TOTAL PER STUDENT
YEAR LEVEL
TUITION FEE $
COMPOSITE $
TOTAL PER STUDENT $
7
3,364
2,015
5,379
7
TBA
TBA
TBA
8
3,808
2,015
5,823
8
TBA
TBA
TBA
3,808
2,015
5,823
99
TBA
TBA
TBA
3,808
2,015
5,823
1010
TBA
TBA
TBA
3,808
2,015
5,823
1111
TBA
TBA
TBA
1212
TBA
TBA
TBA
3,808
2,015
5,823
Plus Family Capital Levy						
1,300
PLUS Family Capital Levy
TBA
There is One Capital Levy per family, regardless of the number of students enrolled and comprises
Building
Levy					
$900
Fee Structure informationa)will
be confirmed
late 2020.
b) Digitech Levy					
$400
Other Information
The Fee Table indicates standard Tuition Fee and Composite Levy per student, and the Family Capital
Levy.
Discounts
Sibling discounts for concurrent enrolments as follows:
 2nd child 10% of Tuition Fee only
 3rd child 15% of Tuition Fee only
 4th child 100% of Tuition Fee only
'Siblings' for this purpose are siblings, or step-siblings living in same household.
Non-Standard Fees Payable
 Laptop (Year 7-9)
$150.00 per student
 Laptop (Years 10-12) $300.00 per student
 Books and eResources - via Booklist
 Uniform via our College Uniform Shop
 A Private Bus fare may be payable by some families on some bus routes. Such fares are payable
to the Bus Company
 VET & VCAL Subjects will be charged separately to the Family Account
DISCOUNT FOR A LUMP-SUM PAYMENT BY 28 FEBRUARY 2021 = $200 PER STUDENT
2021 School Fee Structure: Key points and changes at a glance
 Parent contribution to student IT Devices is outside the fee structure
 Families will again be billed annually prior to the commencement of school year. All families must
enter into a payment arrangement across the months of February to November inclusive. The
College will continue payment arrangements beyond November if funds are still owing. Please
refer to the College Fee Policy on our website
 The College’s preferred method of payment is BPAY
 Optional extras such as Music Lessons, Interstate and Overseas Trips will only be approved by
the Principal if the family school fee account is up to date
 Charges for optional extras, and unforeseen costs (if any), will be billed during the year. A fee
statement showing all transactions, is available any time on request
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COLLEGE FEES AND LEVIES

Camps, Sport & Excursions Fund (CSEF)
CSEF is provided by the Victorian Government to assist eligible families with the cost of excursions,
camps and sporting activities. You will be eligible if you hold a means tested concession card or are a
temporary foster parent. The annual amount per student is $225.00.
After reviewing the College process for financial hardship support, it has been decided that Sacred Heart
College will match that subsidy with a further $225 per student. Both the Government and College
subsidies will be credited to the family fee account.

OPEROO AT SACRED HEART COLLEGE

Sacred Heart College takes the health and safety of our students very seriously and as such we use a
health and safety application named Operoo which was previously known as CareMonkey.
Operoo is an innovative parent controlled electronic contact and medical information program for
schools, clubs and other groups with a duty of care. It is an electronic version of the paper-based forms
you have been required to fill in for excursions, camps, activities, etc.
Operoo provides parents the opportunity to update medical information promptly and accurately while
providing the school with instant access to the emergency information provided by you.
We will be using the Operoo application in the best interest of our students whilst also reducing the
burden on parents to fill out the same information on multiple forms throughout the year.
Users can use a PC, laptop, tablet or smartphone to enter the details including:
 emergency contacts
 medical contacts
 medical checklist including asthma, allergies, seizures, diabetes
 health and ambulance insurance details
 notes and other care instructions from parents
As a parent/guardian, you will receive an invitation to join Operoo and enter details for your
son/daughter. By following the instructions, you can create your own free Operoo account and control all
data about your child/children. The Operoo system stores the information on your behalf and you will be
able to share this data with the College, along with any other group or individual you choose (eg: your
son/daughter's grandparents, their child‐minder, their sports club, etc).
From the College’s perspective, this information will only be visible by the relevant staff for your
son/daughter and will be managed in accordance with the Privacy Act.
You don’t need to do anything until you receive the email requesting the information. Please feel free to
contact the Health Centre Coordinator, Mrs Jalna Holmes, regarding any medical enquiries or Mrs
Heather Matheson, Student Reception at the College, for any general enquiries. You can also visit the
Operoo website for more information: www.operoo.com .
As we collect all permission forms with necessary medical information via Operoo, parents/guardians
must ensure your child’s Operoo profile is up to date with all relevant medical issues and contact details.
Permission to attend excursions, camps and College events is sent out via the Operoo system and
parents/guardians must read the information and approve permission for their child to attend.
Any student who arrives at school without consent required via Operoo, will not be able to attend an
excursion/activity, and will need to be supervised at the College, requiring additional staffing. This
applies to all excursions, camps and College events requiring parental/guardian permission via Operoo.
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COLLEGE SERVICE SCHEME

What is it? How does it work?
Sacred Heart College welcomes its families to participate in its volunteer program known as College
Service Scheme. The Scheme allows the College to keep fees to a minimum by reducing operating
costs through the use of voluntary family assistance. It offers parents with the opportunity to become
more involved in some areas of the day-to-day operations of the College, and highlights the importance
of the partnership between home and the College. We welcome our families to be a part of College life.
The College Service Scheme is compulsory for all families. All families are charged the financial
contribution ($200) at the beginning of the year, and are contacted via Operoo early in Term 1 of each
year and asked to nominate whether they would like to participate by contributing 10 hours of their time
undertaking voluntary work for the College. Those who participate will have the value of the hours
contributed to the scheme (a maximum of 20 hours per family) credited back to their account during the
last term of the year. Families can elect to pay the financial contribution in lieu of working the voluntary
hours.
In line with College’s Child Safe Policy, parents involved in the scheme are required to have a current
Working with Children Check (WWCC), complete an online induction process and follow the sign
requirements when attending the College. If you do not have a WWCC; you are required to apply for one
(as a volunteer) before you can commence any Service Scheme tasks within the College (visit
www.workingwithchildren.vic.gov.au for more information on the application process). Parents must
nominate Sacred Heart College as the organisation that requires the check. VIT registered teachers and
serving members of the Police Force do not require a WWCC, however will need to provide their VIT
membership or note that they are a member of the Police Force in the WWCC area of the form.
The College Service Scheme is overseen by Service Scheme Coordinator, Mrs Jenny Baldwin, who can
be contacted at the College on 5421 1288, email jbaldwin@shckyneton.cathoilc.edu.au
Please note – College Service Scheme was suspended at the start of Term 2 2020 in response to
the Covid-19 Pandemic. It is anticipated that the Scheme will recommence in 2021 as soon as it is
deemed safe to do so. Information will be communicated to parents and carers as soon as it
becomes available.

BUS TRAVEL

Application for Bus Travel
Free Government school buses operate for Government Schools. In Kyneton, this is Kyneton
Secondary College. Buses service various locations around the Macedon Ranges according to the
demand from Government School students and the routes are set by the Department of Transport each
year.
Students who attend a non-Government school are eligible to travel on a Government school bus at no
cost providing:






they attend the school of their denomination (e.g. Catholic) that is nearest to their place of
residence and able to offer them a place, or if that school is not able to offer a place, then the
next nearest to their place of residence that is able to offer them a place AND
there is a Government school bus service in their location AND
there is a place available on the bus once all Government school students utilising that particular
bus route have been allocated a place.
upon enrolment if the student is commencing immediately OR
towards the end of the year prior to the student’s commencement

Parents of students who meet the eligibility criteria (as outlined above) should complete:
Public Transport Victoria – Form 1: Application for Permission to Travel – Eligible Students (found in the
attached Compendium of Forms)
If your child will be catching a private bus from Riddells Creek, New Gisborne or Gisborne, please also
complete the associated Organ’s or Sunbury Coaches Student Passenger Details Form found in the
attached Compendium of Forms.
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BUS TRAVEL

If places are unavailable, Kyneton Secondary College will inform Sacred Heart College, who will then
inform the parents of the students concerned. Otherwise, it may be assumed that a place is available
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SECOND-HAND TEXTBOOKS & UNIFORMS: SUSTAINABLE SCHOOL SHOP
Helpful Tips:
 Buyers are to telephone Sellers The Sustainable School Shop is not involved in the sale
transaction.
 Arrange a mutually convenient time and place to transact, do not make special trips, simply fit it
into your normal comings and goings.
 Posting items has been very effective and works well.
 Be reasonable when pricing items, for a buyer to make an effort there has to be sufficient
incentive. If priced too high other sellers will sell their items first.
 Common sense is the key to 'happy trading' as is 'treating others as you would like to be
treated'.

MATHEMATICS

Mathspace at Sacred Heart College in 2021
At Sacred Heart College, the Mathematics Learning Area uses an online digital tool called Mathspace.
Mathspace can be used on computers, tablets, iPads and smartphones. This system allows students to
enter their line by line working on their device, just like in their exercise books. However, unlike many
other programs available, Mathspace provides personalised hints and feedback, marking student work
every step of the way. In addition, Mathspace features:
• worked solution and tutorial videos
• lessons and investigations
• an advanced adaptive learning engine that guides students through the syllabus at their ability level to
build their knowledge
• state of the art handwriting recognition for tablets and iPads that makes the transition from pen and
paper seamless
• eBook available for reference
Parents are also able to connect with their child’s Mathspace account in order to track their progress as
often as they would like.
Mathspace is purchased through the College Booklist. Please don’t hesitate to contact our Mathematics
Learning Area Leader at the College, if you have any questions.
Extra curricular maths
Over the course of the year, the College offers a number of extra Mathematics extension and
engagement activities, from competitions (like the Maths Olympiad and Australian Maths Challenge) to
extension activities (like the Maths Challenge and Maths Enrichment) and where possible, Maths games
days. All students are encouraged to participate in these.

LANGUAGES

Your son/daughter has submitted a preference to study either French or Japanese for Years 7 and 8,
with the possibility to continue on with the Language as an elective from Year 9. For Year 7, students will
need the following books/materials.
French:
• Adomania 1/1A Textbook (English Version)
 Language Perfect Subscription
• Collins Pocket French Dictionary
Japanese:
 iiTomo 1 Student Book/Activity Book 2E
 Language Perfect Subscription
 Tuttle Pocket Japanese Dictionary 2E
 Brush Sign Pen
For both French and Japanese students, it is essential that they retain their Year 7 Textbooks for use in
Year 8. If you have any questions regarding this, please contact Kim Twilley, Languages Learning Area
Leader at the College. Your child’s Language allocation will be confirmed via email prior to the end of the
year.
10 45

N
E
W
S
T
U
D
E
N
T
S
2
0
2
1

N
E
W
S
T
U
D
E
N
T
S
2
0
2
1

INSTRUMENTAL MUSIC PROGRAM

Music Lessons
Private tuition is offered at Sacred Heart College in the following:
 Voice
 Violin
 Piano
 Viola
 Theory
 Cello
 Flute
 Double Bass
 Saxophone
 Guitar
 Clarinet
 Electric Bass
 Trumpet
 Ukelele
 Trombone
 Percussion
 Euphonium
 Drumkit
Lessons are held during the school day and are scheduled according to a rotating timetable. Some
lessons may be held before or after school, by negotiation.
Music Lessons: Fees
 Individual
o 30 Minutes $42.00
o 45 Minutes $63.00
o 60 Minutes $84.00




Pair
o
o

30 Minutes $28.00
45 Minutes $40.00

Instrument Hire
o $75.00 per term

Enrolment in the Music Program
Students can enrol in the Instrumental Music Program by going to the College website under
Learning - Co-Curricular Activities - Music Tuition.
TERMS AND CONDITIONS OF THE MUSIC PROGRAM
Ensemble Participation
All students enrolled in the Instrumental Program are encouraged to participate in a College
Ensemble. When the student is at an appropriate level of musicianship (as deemed by the
Instrumental Teacher), ensemble participation is mandatory.
Missed Lessons
When calling the College to report an absence, please place a separate call to the Music
Department directly on 5421 1266 and leave a voicemail message to notify the instrumental
teacher of the student’s absence before 9.00am. If the Music Department is not informed prior to
the lesson, the College reserves the right to charge for that missed lesson.
Missed lessons due to illness, extended family holidays or forgetfulness will be made up at the
teacher’s discretion; however, it is courteous to give prior notice of absence to your child’s
instrumental teacher. School events (excursions, sporting events, class tests, etc.) sometimes
clash with music lessons, in which case the student should inform the instrumental teacher as soon
as they become aware of the clash.
Termination of Lessons
Written or email notification to terminate lessons must be given to the Music Coordinator four
weeks prior to cessation date.
Music Resources
Students may require certain sheet music, books or recordings. These resources are not available
directly from the College, and will not be photocopied due to copyright regulations. Instrumental
teachers will recommend avenues for the student to purchase these resources.
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INSTRUMENTAL MUSIC PROGRAM
Instrument Hire

A limited number of instruments are available to hire from the College. Instrument hire will be
arranged at the first lesson. A separate ‘Hire Form’ will be sent home for the parent / guardian to
complete and return. Hire fees will be charged to the College family account.
If you have further questions please contact Mr Terry Carrick, Music Coordinator at the College on
54211 1266 or on music@shckyneton.catholic.edu.au

SPORT & COLLEGE HOUSES
The Sport and House system at SHC is a vibrant and exciting culture. Your child will be placed into one
of the following Houses:





McAuley Sharks (blue)
Nightingale Dragons (red)
Chisholm Tigers (yellow)
O’Neill Cobras (green).

If a student currently has a brother or sister at the College then they would be placed in the same House.
There are three main House Sports, these being the College Swimming Carnival in Term 1, the College
Athletics Carnival in Term 2 and the College Cross Country Colour Run in Term 3. The 2021 College
Swimming Carnival is the third week back, on Wednesday 17 February 2021 and it would be fantastic to
see all the students and staff decked out accordingly. The College Newsletter will keep you informed of
the where, when and how of what’s coming up in regards to House Sports!
School Sports Victoria (SSV)
In addition to our House Sports Carnivals, Sacred Heart College is now a member of School Sports Victoria
– Northern Metropolitan Region. In the initial rounds we will compete in the local cluster which includes
Craigieburn SC, Mt Ridley, Wallan SC, Kyneton SC and Hume Anglican Grammar. After this, if our teams
or individuals win, they will have the opportunity to progress through to the Regional and State levels. This
competition seeks to promote the virtues of participation in healthy, enjoyable physical activity, whilst
entering into the spirit of competitiveness, fair play, friendship and sporting excellence.
All students will have opportunities to trial for, and be selected in, a wide range of team sports, some of
which are basketball, cricket, football, netball, soccer, and tennis. The competition operates at a Year 7,
Year 8, Intermediate (Year 9/10) and Senior (Year 11/12) level and across the four terms of the school
year.
The students who are trying out for SSV teams are expected to attend training and to demonstrate a
positive ethos towards all aspects of College life. Trainings and selections are usually held three weeks
prior to the SSV Day and the night of training (or alternatively, depending on the sport, a lunchtime) is
usually negotiated with the Coach. Consent forms are sent home in regards to this.
The SSV Calendar will be made available to you as soon as it is confirmed. Specialty uniforms, i.e.
soccer strips or football jerseys, are distributed and returned on the day, therefore students are also
expected to wear FULL and CORRECT PE uniform to and from a venue. Please note that whenever a
child is in PE uniform they should also be wearing appropriate sporting footwear and not recreational
skate shoes or slip-on/lace up canvas shoes.
We look forward to working with our 2021 Sports Leaders and House Captains to provide your child with
an enlivened sporting program. Please feel free to contact the Sports Coordinator at the College if you
have any further questions.
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DIGITAL DEVICE PROGRAM
DIGITAL DEVICES – DISTRIBUTION AND PAYMENT
As part of our ongoing commitment to contemporary learning, and our desire to provide our students with
the 21st Century skills required for today’s knowledge-based, technology driven and globalized
environment, Sacred Heart College will continue a digital devices program for students in 2021.
In 2021 the Year 7-9 students will have the Lenovo Yoga 11e Laptop, and the Year 10-12 students will
have the HP Elitebook G7. This will meet the needs of our students and an evolving curriculum.
The cost to parents will be the same as in previous years and will be charged to the family account. This
will include insurance and a rugged vertical slipcase.
The distribution of these devices will occur during school time within the first few weeks of the new
College Year.
Devices will only be supplied to students and parents once all contract documentation has been signed,
and returned to the College.
TERMS AND CONDITIONS FOR BORROWING A SACRED HEART COLLEGE DIGITAL DEVICE
The following Terms and Conditions apply to any family (hereafter referred to as ‘the borrower’) that elects
to borrow a College Digital Device.
1. Ownership
The device remains the property of Sacred Heart College (hereafter referred to as ‘the College’). The
borrower shall not loan, assign, encumber or otherwise deal with the device. The device shall only be
used by the student in support of his/her schoolwork.
2. Parental Part-Payment
The borrower agrees to pay an annual payment of $150.00 for Years 7-9 / $300 for 10-12 for the term
of the agreement.
3. College Policies
The borrower agrees to fully support the College in the implementation of rules, policies and procedures
relating to student use of digital devices. Please refer to the full documents in the accompanying Digital
Device Responsible Use and Guidelines Booklet.
4. Modifications
If settings are changed or software installed on the device which affects access to the College network,
then these will be deleted or the device restored to ensure it works optimally at the College. The device
may be connected to the borrower’s home internet connection (with parent’s permission). The College
will not be liable for any internet charges incurred by the borrower when using any internet connection
away from the College.
5. Repairs
It is imperative that all repairs and warranty matters are arranged through the College IT Department.
The borrower agrees to take, to the College IT Department, the College device if it is not operating
correctly or if any part is broken or has sustained damage. The device is covered by three-year
extended warranty and accidental damage protection which covers three instances of accidental
breakage over the term of the Three Year Agreement, and will require $100.00 excess payment.
6. Care and Security
The borrower shall at all times take reasonable care of the device and not expose it to undue risk of
damage or theft. The borrower agrees to follow the College requirements on device care as outlined in
the Digital Device Responsible Use Policy and Guidelines. In particular, the borrower agrees that the
device will not be lent to others, left in a vehicle, or in unlocked premises. If a device is stolen the
borrower will need to report this to the police immediately. The borrower shall also advise the College
IT Department on 5421 1250, or email servicedesk@shckyneton.catholic.edu.au immediately if the
device is lost or stolen.
7. Term of the Arrangement
This agreement commences when the borrower is issued with a College device and lasts until the
Agreement end date, or when the student exits the College. The Agreement end date will be the last
day of the College year, or when a student exits the College. The Agreement covers Years 7-9, and
13
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Years 10-12. When a student exits Years 9 or 12 at the end of the College year, an option to retain the
device maybe available at a cost determined by the Leasing Company. When a Student exits
the College prior to the end of an agreement, the device must be returned to the College. If a device
is not returned at this time, the College will apply a charge to the family account for the full
replacement cost of that device. Once the agreement is terminated (i.e. end of Year 9, 12 or exit) the
College no longer has any responsibility to support or repair damaged devices.
Before that time the College may terminate the agreement if the borrower’s annual device payment or
school fees are not paid up to date and no agreement with regards to this has been reached with the
College, or if there is a serious breach of these terms and conditions.
8. Restoring default settings
Restoring is the resetting of the device to its original configuration when it was issued to the borrower.
Devices will be remotely restored to default settings if it is determined that the College Policy has
been breached and inappropriate content has been installed. A fee of $50.00 will be charged to the
student's College account if a restore is required.
9. College not Liable
The College will not be liable for any personal loss or damage resulting from use of the device
RESPONSIBLE USE POLICY & GUIDELINES
The Digital Device Program for students at Sacred Heart College offers the potential to have a deep impact
on our students' education, and the learning process with this leading-edge eLearning tool. We are
committed to making the Digital Device Program a positive experience for teachers and students at
our College. On going professional development will be provided for staff to enhance and improve
student learning through the use of these devices.

DIGITAL DEVICE PROGRAM
What are the benefits of using a Digital Device at school and home?







Access to Microsoft Office and Adobe suite through College licences
Utilisation of other digital learning resources accessible on the internet
Using SIMON, the College online learning environment at school and at home, students can, for
example, access files prepared by teachers, upload assignments, collaborate and share work in
forums
Access to multimedia available on ClickView, the College multimedia database
Electronic storage of work in the cloud; easier to share, copy, edit, and present
Students will enhance their ICT skills during their education, now and into the future, and develop
skills relevant to the workplace

What are the restrictions on what students can do with their Digital Devices?
The College expects students to be engaged with their digital devices and to have a sense of ownership
of them. However, students must remember that the device remains the property of the College. Students
therefore have a responsibility to ensure they are used for legal purposes only, and primarily as an
educational tool. If it is evident that students are distracted from their work during class, or copyright laws
are not being upheld, then the College will review Digital Device policies and make the required changes.
Any changes to the policies will be advised to parents. This may involve restoring the devices to their
default settings and restricting student user accounts.
Students must understand that the College will monitor activity on digital devices, including Internet access
and email, and that the College has the right and responsibility to inspect the device and that they can be
taken away from students at any time.
The following policy and guidelines must be read and the requirements acknowledged before the Digital
Device Use Agreement is signed and the device is issued to the student.
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DIGITAL DEVICE CARE AND SECURITY GUIDELINES
Students are responsible for the care of the Digital Device that is allocated to them. The device must be
treated as a valuable and fragile item, and a student’s parent/guardian will be held accountable for any
damage that occurs. Please refer to the Terms and Conditions for borrowing a Sacred Heart College
Digital Device.
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Students are encouraged to use their digital device at home, connecting to a home network by logging in
using your local account. If you have wireless networking at home, it should detect the SSID and ask for
the WPA2 key, giving you Internet access, without having to change any settings. The College will not
provide any support for your home network.
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Internet safety and appropriate use
When using the College network, the same measures currently taken to protect students will apply to the
digital devices. This includes filtering of sites and monitoring of student activity using the Internet
Security and monitoring software.
Students must also abide by the Digital Device Responsible Use Agreement, and understand that the
College will exercise the right to take away the device for a period of time if the Agreement is breached.
At home, parents must play a role in supervising Internet use on the device, as the College cannot
monitor Internet access outside the College network. Further advice is available
from http://www.cybersmart.gov.au and http://www.NetAlert.gov.au. It is the decision of parents as to
whether they allow their child to use the device for purposes other than education. Students must
understand that regardless of how they use their device at home, at College it is an educational tool and
they must not breach the Digital Device User Agreement.
Keeping your Digital Device charged
It is the student’s responsibility to bring the device to school fully charged. Each device is supplied with
a power adapter. The adapter is to be kept at home with the device charged overnight.
Health and Safety
Students will be advised of good ergonomic practice with a particular focus on good posture. This will
include discussion about the position of the chair, desk and device. Students will also be reminded to
avoid looking at any screen for prolonged periods. Generally, students will not be seated in the same
place for long periods of time such as might occur in a work environment. Whilst using digital devices,
students are likely to take frequent breaks during the class and throughout the day.
Use in the classroom
A Digital Device should only be used at the student's desk/table. Digital Devices should not be used on
the floor at any time, nor outdoors at the College. Students must follow teacher instruction with regard to
device use in class and keep it closed until otherwise directed.
Digital Device Slip Case
A personal slip case will be provided with the device. Students are required to use the slip case for
carrying the device around the College, and to and from the College within their College backpack.
Nothing else should be placed in the slip case as this could lead to pressure damage to the device. In
addition, students must be careful not to over-pack their backpack as this could also lead to pressure
damage to the device or back injuries from the excessive weight.
Storage at School
Each student is allocated a personal locker for the storage of their books, equipment and digital device.
The locker must be secured with a combination lock. The device must be stored in the student’s own
locker at recess, lunchtime and whenever it is not required for class. Students must take it home every
night.
Transport to and from School
Students must be mindful of the risk of damage and/or theft while they are travelling to and from the
College each day. The device must remain securely in the backpack out of sight at all times while
15 50

travelling. This device must never be displayed or used in public while travelling. The backpack should
never be left in an unattended vehicle unless it is stored in the boot.
Use and storage at home
REMEMBER to put the device on charge each night in a central location i.e. kitchen bench. Devices
should not be permitted in a student’s bedroom; rather they should be used whilst in a central location
with parent knowledge and/or involvement.
What to do if a Digital Device is damaged or stolen
 If a student misplaces or damages the device at school, they must immediately notify their Year
Level Coordinator and the College IT Department.
 Any damage to the device whilst not at school must be reported to the College IT Department on
the next school day or email the servicedesk@shckyneton.catholic.edu.au.
 If a device is stolen from your home, or car, please notify the police immediately. In
addition, please notify the College IT Department on 5421 1250 or email the
servicedesk@shckyneton.catholic.edu.au.

IMPORTANT DATES SUMMARY
Wednesday 18 November 2020

Session Time will
be advised

Tuesday 8 December 2020

9:00am - 3.30pm

Online Information Evening for Parents/Guardians
Return relevant forms by this date
Orientation Day for Year 7 - 2021 students

Wednesday 16 December 2020

Closing date for booklist online ordering

Wednesday 27 January 2021

10:00am – 4:00pm

College Uniform Shop open for collection of uniform
items

Thursday 28 January 2021

10:00am – 4:00pm

College Uniform Shop open for collection of uniform

Friday 29 January 2021

10:00am – 4:00pm

College Uniform Shop open for collection of uniform

9:00am

Commencement Day for Students
Morning Tea for Parents of Year 7 Students

Tuesday 23 February 2021

5:30pm

Year 7 Commissioning Mass and Welcome BBQ

March 2021

Date to be advised

Immunisation Session 1

Monday 1 February 31 2021

Mon 1 - Fri 5 March 2021
October 2021

Year 7 Camp
Date to be advised

16

Immunisation Session 1
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A Vibrant
Life
Learn.
Care. Flourish
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