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Welcome from the Principal
DARREN PITT

Thank you for enrolling at The Springfield
Anglican College, and welcome to
Years 7 to 12 on our Secondary Campus.
We understand the importance of the decision you have made in
selecting us to educate and care for your child, and the trust you have
placed in us to do so is something that we take very seriously. We
know that you want the best for your child, and so do we.
Our Secondary Campus is a vibrant, warm and welcoming place, and I
am confident that you will find it a school where your child is happy
and safe, providing every opportunity for success.
In 2019 our College is Kindergarten to Year 12, with over 1000 students.
As a College, we are committed to focusing on the unique needs of
every individual child, and you will find that our wonderful and expert
staff will come to know your child as they progress through the school.
We pride ourselves on our community focus, and the level of student
care we provide. On our Secondary Campus, students are provided
with the support they need to gain self-confidence, and the
challenges they need to stretch themselves to be the best version
of themselves that they can be.
Our Secondary Campus is a place of learning, where a stimulating and
diverse curriculum provides students with academic challenges. In
addition, we want our Secondary students, as they become
adolescents, to be provided with opportunities to display
independence, exercise their decision making and learn the social
skills that they will need to succeed in the adult world. Under the
caring direction of our Heads of Clan, your child will be provided with
opportunities for relationship building, leadership and service, the
chance to participate in a range of sporting and creative arts activities,
and specialist courses designed for their age group such as The Rite
Journey. Your child will also have access to our marvellous facilities,
such as an oval, sports courts and fitness centre, Creative Arts precinct
and specialist areas for science, design, coding, programming and
robotics, and large, colourful classes which are connected to our
beautiful bushland setting.
Your child will no doubt be excited and sometimes apprehensive
about joining us, but I have every confidence that they will have
experiences which make them feel happy, safe and included, and will
quickly feel part of the College family. I also extend an invitation to you
to become part of that family, and myself and Head of Secondary,
Richard Clark, will be happy to talk to you about any questions that
you might have.
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From the Head of Secondary

Key Staff

RICHARD CLARK

Mrs Stephanie McPherson
International Student Coordinator
Mobile: 0436 817 703
Email: smcpherson@tsac.qld.edu.au

Reverend Erika Williams
College Chaplain
Email: ewilliams@tsac.qld.edu.au

Mrs Majella Dennis
College Psychologist
Email: mdennis@tsac.qld.edu.au

Mrs Wendy Jurss
Director of Teaching and Learning
Email: wjurss@tsac.qld.edu.au

Mrs Kerry Hogrefe
Secondary Receptionist

Mrs Samantha McAllistar
Student Receptionist

At The Springfield Anglican College we pride ourselves on our ability to
provide a holistic education. This means that we value all aspects of
education, academic; social, emotional and spiritual.
We want the best academic outcomes for all our students and we
understand that for this to be possible, our students need to feel
connected to and supported by the College. On the Secondary Campus
we aim to provide such an environment through our Student Care
Program. This extensive program provides a network of contacts for
students and parents so there are clear lines of communication and
staff have the opportunity to create caring relationships with students
and families.
Students in Year 7, transition from Primary by working predominantly each
day with one core teacher in their own dedicated Year 7 Banksia Precinct.
They are integrated into the College through specialist lessons and
through attending College events so by the end of the year they will know
most teachers and have a full understanding of the workings of the
Campus. The Year 7 form tutor therefore becomes a clear point of contact
for our Year 7 students.
From Year 8 students move into vertical form groups comprised of
students from Years 8 to 12 all from the same Clan. This system helps the
students learn from peer role models and provides older students with the
chance to mentor younger students. Each Clan competes across the year
in sports, creative arts and in social causes which helps foster a sense of
teamwork and belonging.
Form tutors have contact with their forms every day, guaranteeing all
students and parents have a clear point of contact daily. These form
groups stay together for the student’s journey through the College which
allows tutors to really get to know and understand the students in their
forms. Overseeing the forms in each Clan is a Head of Clan whose job it is
to pro-actively care for the students in their Clan by knowing each student
and being a further point of contact for families. As Head of Secondary I
oversee the Student Care program with the intention of creating for your
child that safe, connected and exciting environment in which they can
maximise their potential.

Mission
You want what is best for your child and so do we.
We believe in their limitless potential and will lead them on a journey of growth and discovery. Every day we
support their dreams, champion their enterprise and celebrate their success. Our students are compassionate
and confident people, ready to shape the future.

Values
We stand for success and excellence.
We value understanding, not just knowledge.
We insist on high standards and have high expectations.
We believe in the power of the human spirit to serve and connect communities.
We value mutual respect, courage and diversity.
We honour our traditional Anglican values.
We are proud of who we are.
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College Contact Details
THE SPRINGFIELD ANGLICAN COLLEGE – SECONDARY CAMPUS
Address: 		

68 Springfield Greenbank Arterial, Springfield QLD 4300

Postal Address:

PO Box 4180 Springfield QLD 4300

Reception:		

(07) 3814 8100

Fax: 			

(07) 3814 8199

Student Absentee:

(07) 3818 5704

Email 			

absentees@tsac.qld.edu.au

(Please contact the College by 9:00am if your child is absent)

STAFF
Principal			

Mr Darren Pitt Appointment can be booked via Mrs Melanie Ellis

International Student Coordinator

Mrs Stephanie McPherson 0436 817 703

Head of Secondary			

Mr Richard Clark

Director of Teaching and Learning

Mrs Wendy Jurss

Heads of Clan			
				
				
				

Mrs Patti Thompson (Robertson)
Mr Hilton Whitehorne (McDuff)
Ms Shandelle Crosby (Keith)
Mr Darren Sime (Sinclair)

Director of Communications 		

Ms Remy Bamford

Business Services Manager		

Mrs Jackie McComb

Secondary Campus Reception		

Mrs Kerry Hogrefe (07) 3814 8100

Secondary Campus Reception Hours

Monday to Friday 8:00am to 4:00pm

Absentee Line (07) 3814 8141
Absentee Email Address absentees@tsac.qld.edu.au

The Springfield Anglican College Secondary Campus
68 Springfield Greenbank Arterial, Springfield, QLD 4300

How Staff Can Assist You
INTERNATIONAL STUDENT
COORDINATOR

BUSINESS SERVICES MANAGER

•	
Orientation

Refunds
•	

Translations
•	
Personal problems
•	
•	
Student counselling
Contact with Parents
•	
Permission for holidays
•	

•	
Fee Information

DIRECTOR OF COMMUNICATIONS
•	
Enrolment certificates
COEs
•	
•	
Release letters

•	
Your personal welfare

•	
Attendance certificates

DIRECTOR OF TEACHING
AND LEARNING

Passports
•	

•	
Subject selections

Welfare letters
•	

RECEPTIONIST

•	
Further study at TAFE or University

•	
ID Cards

•	
Issuing of report cards

•	
First aid

TEACHERS
•	
Your studies
•	
Assessment support

•	
General administration enquiries

UNIFORM SHOP COORDINATOR
•	
Uniforms

•	
General well-being and student care
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General Information
TIMES OF THE DAY
Monday

Tuesday

Wednesday, Thursday, Friday

Form time

8:30am

Form time

8:30am

Form time

8:30am

Period 1

8:35am

Assembly

8:35am

Period 1

8:35am

Period 2

9:30am

Period 1

9:20am

Period 2

9:35am

Morning tea

10:25am

Morning tea

10:15am

Morning tea

10:35am

Period 3

10:55am

Period 2

10:45am

Period 3

11:05am

Period 4

11:50am

Period 3

11:40am

Period 4

12:05pm

Form time

12:45pm

Period 4

12:35pm

Form time

1:05pm

Lunch

1:30pm

Lunch

1:30pm

Lunch

1:30pm

Period 5

2:10pm

Period 5

2:10pm

Period 5

2:10pm

End of day

3:10pm

End of day

3:10pm

End of day

3:10pm

Students who arrive late to school, or are required to leave early, must be signed in or out at Reception.

Guidelines for Attendance and Absence
ATTENDANCE
To maximise opportunities for learning, students must attend College regularly and be punctual for all lessons.
Any requests for extended absences or early term departure must be addressed in writing to the Principal. Please
be aware there are requirements which need to be met for a student to receive credit for completing a course of
work.
The Australian Government requirement is that students maintain at least 80% attendance. Students must come
to school every day. If a student is sick, please telephone the College before the school
day commences.

Late arrival

Chapels and Assemblies

Students who are late to College should report
immediately to Reception to sign in. Students who
are consistently late will be asked to bring evidence
from a parent/guardian demonstrating reasons for
their lateness.

Chapel Services and Assemblies are part of our College
routine. Individual classes are rostered to participate in
worship services throughout the year. Chapel allows
the College community to come together for worship
on a weekly basis.

We are required to keep detailed records of student
attendance and late arrivals to school. These are
monitored regularly. The law requires students to
attend school regularly and this includes arriving on
time each day. The issue of tardiness must be taken
very seriously. When a student arrives late, they miss
out on essential instructions given at the beginning of
the lesson/school day. This reduces their chances of
academic success. Tardiness can also cause social
disruption as young people may feel uncomfortable
and embarrassed arriving to the classroom when
everyone else is already settled.
In fact, when one student arrives late it disrupts the
teacher and the rest of the class, compromising
everyone’s learning.

Throughout the year, special assemblies are also held
to recognise student achievements and special days
such as ANZAC Day and Remembrance Day.

Parent access during the school day
Parents are requested to always check into Reception if
they come to College during the day. Please check in
any deliveries to students (i.e. lunches, violins,
homework etc) to Reception rather than to the child’s
classroom or locker. Students should be collected at
the end of the school day from the pick up area,
parents should not wait outside classrooms.
Leaving the College Grounds
No student may leave the College grounds during the
day without permission from a member of the College
Administration. When a student has to leave the
College grounds during the day, a note specifying the
request is required from a parent/guardian. Parents
collecting children during College hours are required
to meet them at Reception to notify administration
staff of their departure.

RESOURCE CENTRE
The Resource Centre is open from 8.00am to 4:00pm
and every lunch time for student borrowing. During
lunch, students are also able to take part in quiet
games, activities and access computers in the
Computer Lab to play educational games. The Library
Staff are also able to assist with research materials
for assignments.

GREVILLEA CAFE
The Grevillea Cafe is staffed by volunteers under the
guidance of the Convenor. It is open daily for both
morning tea and lunch.
Please note that the Cafe is not open on the last day of
each term.
The Cafe menu for all students will be available
online or from Student Reception. Flexischools
are now available at the College Please see
www.flexischools.com.au for further information
for online ordering.
For further information about the Cafe, and
information on becoming a voluntary helper, please
contact the Grevillea Cafe Convenor, Vanessa
Jordanovich on (07)3814 8114.

ABSENCE
Absence from College for any period of time during the day requires a letter, phone or e-mail of explanation from
a parent or guardian.
Absence for an entire school day/s
Parents are requested to notify the College by 9am if their child will not be arriving at College that day and prior
notification has not been given. If necessary a message may be left on the answering machine. Please indicate
the reason for the absence and details of any commitments for the day eg. private lessons, assessment. On return
to College students are to hand a note to their Form/Class Teacher detailing the length of absence and reason.
The College does not allow students to leave before the end of term or to return late from vacation, unless there
are exceptional circumstances.
While in school, if the student feels sick, they should first notify their teacher. The teacher will give the student
permission to go to the Sick Bay at reception. The administration staff will monitor their condition and if it does
not improve, they will notify the student's homestay parents/guardians to take them home.
If attendance is at risk of falling below 80%, the student will be called in to discuss this with the
International Student Coordinator.
Please refer to the Course Progress and Attendance Policy in the Policy Handbook.
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SOME COMMON CONCERNS RELATING TO UNIFORM ARE LISTED BELOW:
Hair
•	Students’ hair should be neat, tidy and clean at all
times. Hair may only be one colour. Extremes of
style are not acceptable.

•	Yard hats are a part of the PE uniform.

•	Girls whose hair is longer than shoulder length
must wear it up. Ribbons, scrunchies or head bands
must be in College colours. Very short hairstyles are
not permitted.

•	Students are not permitted to wear make-up in
College uniform (including clear lip gloss). Students
wearing make-up will be directed to Student
Reception, and supplied make-up wipes for
removal before being permitted back to class.

•	The Principal reserves the right to determine
whether a hairstyle is acceptable. A student may be
asked to refrain from attending College until his/
her hairstyle is deemed acceptable.
Skirts
•	Trousers are to be worn on the waist, not hips and
should be the correct size for the student.
•	Girls’ skirts must be worn on the waist, not hips and
should be mid calf-length.
Jewellery

The College uniform as prescribed must be worn at all times whilst
attending and travelling to and from school. Whilst in College uniform,
students must recognise that they represent the school, be proud of the
uniform and wear it neatly. Parents have a responsibility to ensure their
children leave home each day correctly attired. Staff will then supervise
this at College.
The wearing of the College uniform has always been part of life at The
Springfield Anglican College and will continue to be so. High standards of
uniform wear and grooming are important in the College as this makes an
important statement to the wider community about the College and the
way it sees itself. Further, as student’s personal standard of uniform wear
and grooming may give an indication of how the student sees themselves,
personally, and how they feel about their College.
Often the policing on uniform standards and grooming falls to the lot of
the teaching staff when, really, it is a shared responsibility. Parents who
enrol their children in The Springfield Anglican College must accept
the responsibility to outfit their child in the correct uniform and see that it
is worn correctly each day to and from school.

•	Shirts are to be tucked in at all times.

•	Boys’ hair will be no shorter than blade three.
Tracks, steps or wedges, gel, wax or obvious hair
products, or spiked hair are not allowed. Hair length
must be above the collar. Boys’ hairstyles which
allow the hair to fall across the face or eyes are
not permitted.

•	All male students are to present clean shaven
(unless dispensation is given by Principal on
cultural grounds.) Side burns must not be longer
than the ear lobe.

Uniform Guidelines For Students

training for specific Saturday Sports teams, we
understand that students may wish to wear sport
specific shoes.

•	Students are required to wear their full sports
uniform to sport on Saturdays. During winter
months the College track suit must be worn.
Make-up

•	Fingernails must be at an appropriate length
(reaching the top of the finger) and must be
natural looking.
•	White tips on false nails are not permitted.
•	Students are not permitted to wear coloured or
decorative nail polish/art.
Formal Hat
•	The Formal Hat is to be worn on formal occasions,
College functions, and to and from College.
Yard Hat
•	The yard hat is to be worn when in the sun, during
PE lessons and College sporting events.

•	For males, the only jewellery permitted is a
plain watch.

•	Students in all years must wear their yard hat at
morning tea and lunch. They are not permitted to
wear their formal hats at these times.

•	For females, the only jewellery permitted is a
plain watch and one set of small plain silver or
gold sleepers or studs, worn in the lower part of
the ear lobe.

•	Students in the younger grades who wear their
sports uniform to and from College for their PE day,
must wear their yard hat to and from College.

•	Students are not permitted to wear clear plastic
fillers to keep holes open.
•	Students will be requested to remove jewellery or
have it confiscated.
Footwear/Socks
•	Students are to wear appropriate black leather lace
up school shoes with their formal uniform.
•	Female students are not to wear anklet socks with
their formal uniform.
•	Students are to wear College socks with their
formal uniform.

Blazers Years 7 to 12
•	Must be worn to/from school and during school
hours in Terms 2 and 3.
•	Blazers will also be required on occasions for formal
events throughout the year.
It is an expectation that all students will abide by the
dress and appearance standards set by the College.
The College will issue infringements to students who
fail to wear their uniform correctly.
The Principal or his delegates reserves the right to ask
a parent to collect their child from College and attend
to rectifying the standard of uniform attire.

PE Uniform
•	The Springfield Anglican College PE socks are the
only socks to be worn when in PE uniform.
•	PE shirts are to be worn during PE lessons.
•	Sand shoes such as ‘Dunlop Volleys’, ‘Vans’ are not
acceptable as they do not provide adequate
support for physical activity. When representing or
International Student Handbook : 13
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From time to time, issues may arise when parents feel especially concerned or wish to make further enquiries
about a particular matter. It is therefore essential that parents be aware of how and with whom to contact if an
issue needs to be addressed.

STUDENT PROTECTION
The Anglican Church Southern Queensland has developed a statement of commitment to the safety and
wellbeing of children and the protection of children from harm. The Springfield Anglican College supports the
rights of children and young people and is committed to ensure the safety, welfare and wellbeing of students. The
Springfield Anglican College is therefore committed to responding to allegations of student harm resulting from
the conduct or actions of any person including that of employees. This commitment includes the provision of a
safe and supportive living and learning environment for all students and requires all employees, volunteers and
visitors to model and encourage behaviour that upholds the dignity and protection of students from harm.
In support of this commitment, The Springfield Anglican College is dedicated to our Child and Youth Risk
Management strategy which includes having relevant policies, procedures and training in place to effectively
address the safety and wellbeing of students in their care.

Student Protection

STUDENT PROTECTION OFFICERS – SECONDARY CAMPUS

Students have the right to feel safe at all times including when they are
attending TSAC. Protection for children and young people is of
paramount importance in Anglican Church schools. The Springfield
Anglican College has policies and procedures which assist us to provide a
safe environment for all students and members of our
school community.
The College has nominated the following staff members as Student
Protection Officers: Mr Clark, Mrs McPherson and Mr Swinton.
We encourage students to talk to a trusted adult, one of our Student
Protection Officers or to Mr Pitt about any concerns that they may have
for their safety or the safety of another student.
We pride ourselves on having a safe and welcoming community, where all
people are valued for the person they are and the contribution they make.
With our Anglican ethos underpinning all of our behaviours, we aim to
educate our students to be compassionate, caring and positive
contributors to our community and society beyond school.
In line with its holistic approach to education, the College attaches great
importance to the social and emotional development of its students. One
strategy for developing healthy social and emotional skills is an effective
Student Care program. At The Springfield Anglican College this program is
closely linked to our Spiritual Development program. The College’s
approach to student care and spiritual development is a team effort with
all members of the College’s family accepting responsibility for the social,
emotional and spiritual development of its students.
The two key principles that underpin a Student Care program are the right
of a student to feel safe at all times and the there is not manner matter
which is so bad that it cannot be talked about with another person. The
College provides Heads of Clan who are vitally important in the welfare of
the students and who are protective of their happiness and progress.
Students are also encouraged to identify a teacher they trust so that they
have a person they feel comfortable approaching should the need arise.
A simple “please may I make a time to speak to you on a private matter”
made via a visit to the staff room or by leaving a note addressed to the
teacher at Reception will ensure privacy and prompt response. Parent
who have concerns about the welfare of their child are encouraged to
telephone or write to arrange an interview with the appropriate
member of staff.

Mr Richard Clark

Mr Graham Swinton

Reverend Erika Williams

Head of Secondary

Director of Student Activities

College Chaplain

CONTACT FLOW CHART
Step One
Year 7
The Form teacher is the initial point of contact.
This may lead to further discussion with other members of teaching staff. In the majority of cases
the Year 7 Form teacher can meet the needs of the parental enquiry.
Communication can be made by direct contact, e-mail, phone or through the student diary.
Years 8 onwards
If the matter is about the student’s life at College,
parents should communicate with the Form Teacher or Subject Teacher if it is a curriculum concern.

Step Two
For issues that are more serious, please contact your child’s Head of Clan.

Step Three
In the event of further assistance being required members of the Leadership Team can be available to assist.
Secondary Campus – Years 7 to 12 – Mr Richard Clark (Head of Secondary)
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CLAN SYSTEM
Central to our ability achieve our vision is a Clan structure, with each student at TSAC belonging to one of our four
Clans: Keith, McDuff, Robertson and Sinclair. Each Clan fosters an inclusive family mentality where each person is
valued and cared for.
Each Clan is overseen by a Head of Clan, who comes to know and understand each student in their care as they
progress through the College. In addition, from Year 8 until Year 12, students are placed in vertical form groups
and spend five years with the same form tutor who becomes the first port of call for parents. The combination of
form teacher and Head of Clan allows for strong links between home and school, and ensures that each child is
well known, and is exceptionally well cared and catered for.
Whilst Year 7 students spend more time with their core teacher in form groups as part of their transition to the
Secondary Campus, each student remains a part of the Clan, and is fully involved in all of the activities and spirit
of their Clan under the guidance and care of their Head of Clan.

Keith
Student Care

Ms Shandelle Crosby
Head of Keith

Student Care is at the heart of everything we do at the College. We
understand that the emotional wellbeing of students is fundamental to
their academic success, and so we offer a holistic approach that develops
students’ understanding of wellbeing through explicit teaching of
strategies to develop growth mindsets, grit and wellbeing. These
programs are supported by various external providers who visit the
College to share their expertise in these areas.
As our students develop into young adults, the decisions they are required
to make take on more significance and the factors that impact on their
thinking become more powerful. We want our students to understand the
way that their brains work, and be aware of their strengths so they can
make good decisions and choices. To assist them in achieving this, we
provide a series of programs and support mechanisms such as a
continuation of the College’s program Flourishing, which is designed to
raise awareness of key issues that Middle School students may encounter
such as social media reputation, sexting and managing stress. We also
focus on academic growth with dedicated programs designed to generate
good study habits through our Elevate Education course, and a series of
sensitively delivered sessions in mental health through a program called
Batyr, where expert speakers raise awareness about peer support and how
external agencies of support can be accessed.

n
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Mrs Patti Thompson
Head of Robertson

ir
a
l
c
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Mr Darren Sime
Head of Sinclair

f
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Mr Hilton Whitehorne
Head of McDuff

In addition, our staff members take a real interest in their students, so that
each of them is well known and cared for. We pride ourselves on the
strength of our community, and the strength of the relationships between
the College and home. Our belief is that the strength of these relationships
means that our senior students, in adolescent years which can sometimes
present academic, social and health challenges, are supported every step
of the way.
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COLLEGE PSYCHOLOGIST
The College Psychologist at The Springfield Anglican College works with students to help them flourish
academically, socially, behaviourally, and emotionally. The psychologist collaborates with teachers, parents, and
other professionals to create a safe, healthy, and supportive learning environment that strengthen connections
between home, school, and the community for all students.
Psychologists in schools apply their psychological and educational expertise to support students to achieve
academic success, psychological health, and social and emotional wellbeing. The primary purpose of the
psychologist’s work is to assist the College to address the barriers to learning for children and young people and
to improve their educational achievement. Two significant barriers to educational achievement are mental
health issues and learning difficulties. As such, the College Psychologist at The Springfield Anglican College is
part of the Student Care and Learning Enhancement teams within the College.
In recognition of the importance of a thriving community in the healthy development of staff and students, the
College Psychologist is also involved in a range of initiatives and activities throughout the College.
The College Psychologist is located on the Secondary Campus and is available by referral by the Head of
Secondary to see students and staff. All information discussed with the psychologist is confidential, except where
a risk of harm to a person is identified. Information pertaining to the advancement of a student’s education may
be shared with Student Care or Learning Enhancement teams with permission from students or parents.
For more information about the work of psychologists in schools, please see the Australian Psychological Society’s
Framework for Effective Delivery of School Psychology Services:
https://psychology.org.au/APS/media/Resource-Finder/Framework-delivery-school-psych-services-practice-guide.
pdf

CHAPLAINCY
Our Chaplaincy plays a vital role in supporting the social, emotional and spiritual wellbeing of the College
community, and enhancing the efforts of other care professionals. Moreover, it serves to foster a Christian ethos,
atmosphere and culture within the College. A key facet of the Chaplain’s role is to build relationships and
connections with the students and staff, their families and the wider community. Student Care is offered in a variety
of ways, including supportive conversations, structured resilience and grief programs and assisting with creating
that all important network of support.
Our RaVE Program, (Religious and Values Education) offers students opportunities to develop and broaden their
understanding of the Christian faith and other world religions. In Year 9, our students have the opportunity to
participate in a unique Rite of Passage experience called The Rite Journey. This year long program enables
students to challenge themselves, create a greater awareness of oneself and the experiences and influences that
have forged and continue to forge their character and sense of identity. Students are supported as they set goals,
face challenges and reflect on experiences; all of which stimulate personal growth, transformation
and resilience.
The Chaplain also provides guidance to the student led Social Justice Group, which aims to apply Anglican values
to current social justice, human rights, development and peace issues in Australia and overseas, and to speak out
against injustice, the abuse of human rights, poverty and violence and in favour of change for a more just society.
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As a College, we are proactive in addressing the issue of bullying and educating our students through a wide
variety of ways:
•	
Well communicated Bullying Policy and Procedures
•	
Open Door Policy – students and parents are encouraged to discuss concerns with teachers, Head of Clan or
the Head of Secondary
•	
Communicating our College values and upholding these values through our daily interactions with each other
•	
Proactively taught social skill lessons focusing on how to interact positively with others
•	
An established Student Care Program
•	
Recognition that school and parents must work together to resolve concerns
•	
Guest speakers, performances etc. that focus on positive behaviours
•	
Teacher training sessions – professional development on bullying and Student Care initiatives.

BULLYING AND HARASSMENT
The College upholds a strict no bullying or harassment policy. Therefore bullying or harassment in any form,
including cyberbullying, has no place at The Springfield Anglican College. Bullying or harassment may be
verbal, physical, social, sexual or racial. Bullying and harassment are dangerous because the long term effect
is psychological damage. Many victims struggle long into adult life to overcome this damage. Damage to
self-esteem sadly is often irreparable. Learning suffers where self-esteem is lacking.
Any student who engages in bullying or harassment behaviours will have their enrolment agreement reviewed
in the presence of their parents.
Students should report all incidents of bullying or harassment to a member of staff even if they are not
directly involved.
Parents/Guardians are encouraged to contact the College immediately if they think their child is being
bullied or harassed.
Defining Cyberbullying
Cyberbullying is the use of technology, including the Internet, to bully or hurt someone’s feelings.

College Code of Behaviour
Courtesy, consideration and cooperation among all members of the
College population are necessary to create a productive learning
environment and pleasant atmosphere. Each person must be
responsible for their own actions and display common sense. Each
person must respect the rights of every other person in the College.
Breaches of the Code of Behaviour will be dealt with by Heads of Clan.
The code requires that:
All students have a right to learn and achieve their full potential without
being disrupted by others.
All members of the College population should be treated with courtesy
and respect.

Bullying is targeted and persistent behaviour that is intended to:
•

Demean

•

Intimidate

•

Embarrass, or

•

Harass

Bullying also involves:
•	
An imbalance of power – for example a group ganging up on an individual or someone much more confident
picking on someone who can’t defend themselves
•

Repeated attacks without justified provocation.

Outcomes
•

Where an incident of Cyberbullying has been reported and investigated, possible outcomes may includes:

•

The student suffering the bullying is protected

Where relevant, the parents of the bully are asked to monitor the bully’s use of the internet, emails and
•	
text messaging
•

Where appropriate and justified, enrolment may be suspended.

All individuals have a right to work in a safe and clean environment, free
from bullying or harassment.
All individuals have a right to feel proud of our College.
The College has developed procedures and rules to provide a safe
environment for all members of the College community and ensure high
standards of behaviour are maintained. It is important that we all
set a good example for our students to witness and learn from.
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Detention Procedures
Morning tea/Lunchtime detention may be given at the discretion of the class/subject teacher, Head of Secondary
or Principal. Students are given time to eat and go to the toilet either at the commencement or conclusion of the
detention session. Detention may be issued for infringements to College rules such as:
•

Inappropriate uniform or dress standard

•	Littering
•	Failure to get diary signed
•	Lateness to class
After school detention may be utilised for more consistent or progressive behaviour concerns. After school
detention will be authorised by the Head of Secondary upon consultation with the teacher/teachers involved in
recommending the student for after school detention.
Examples of persistent or increasing behaviours are:
•	Consistent non completion of homework
•	Not correcting uniform after infringement notices have been given
•	Consistent disruption in class – affecting teaching and learning process
•	Not following teacher instruction/rudeness
•	Continual lateness to class
For further information, please see the Behaviour Management Policy in the Policy Handbook

Classroom Guidelines For Students
Entering classes:
Students should:
•	
Line up outside the classroom in two lines awaiting the teacher
•	
Enter the room in an orderly fashion when requested to do so and stand behind the desk until invited to sit.
During the lesson:
When a teacher gives an instruction, explanation, asks a question or seeks to lead a discussion, students should:
•	
Stop what they are doing and actively listen and participate
•

Be attentive and focus attention on their teacher

This does not apply to regular visits by other staff members.
End of lesson:
In the last few minutes students should:
•	
Make sure an accurate record of unfinished work and homework is made in the diary
•

Pack up

•

Tidy the room

•	
Return any equipment to the area to which it belongs
•

Sit quietly at desks ready to be dismissed.

General Routines:
•

Seating arrangements are as organised by teachers.

•	
Students must not re-arrange the order of tables in the room unless instructed to do so.
•	
Students may not eat or drink in classrooms, except for approved medical reasons.
•	If students need to be absent from class for other activities, they must notify their teacher before going.
Appointments should be noted in the diary.
•	
All subject/specialist classes are responsible for their rooms.
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Accident or Illness
Any accident or illness which occurs during the day must be reported immediately to a member of staff. Minor
injuries are treated at school and the sick bay is used in cases of mild illness where a short recovery period is
envisaged. In more serious cases, or where it is clear the student will not be able to return to class, parents will be
contacted to arrange further treatment or transport home. If the injury/illness is deemed to be serious the
designated medical practitioner and/or ambulance will be called. Where parents are unable to be contacted,
persons listed as emergency contacts will be telephoned.

Change of Subjects
(Years 9 to 12)
Students wishing to change a subject at the end of a semester must do the following:
1.

Discuss your progress with your current subject teacher.

2. Discuss with your prospective teacher subject requirements and expectations.
3. Discuss the proposed change with your parents.
4. Discuss your possible change with the Director of Teaching and Learning.
5. Complete the student and parent sections of the online form found via Student Portal.
6. Do not change subjects until you have received confirmation from the Director of Teaching and Learning.

Computers
Acceptable Use Policy
The Springfield Anglican College provides students at the College with the opportunity to use their own ICT
devices for educational use. Students may use these facilities for class work, for research, for the preparation of
assignments and for the development of skills in using a computer. The resources provided include computers,
printers and access to the Internet. Use of the Internet facilities will be available only on the receipt by the College
of a signed copy of the relevant permission document outlining the College’s policy. Students who misuse the
system in any way may have their account closed which could adversely affect their progress in the subject.

Electronic Equipment
iPods or any form of electronic equipment should not be brought to College. They are expensive items and risk
being damaged, lost or stolen. The College will take no responsibility for loss or damage to any of these personal
items brought to school.
Other banned substances/items at College are:
•	Aerosol sprays
•	Chewing and bubble gum
•	Any illegal substances
•	Skateboards
•	Permanent marker pens
•	Liquid paper
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College Life
LITTER

Bus Rules

It is the responsibility of all students to ensure that
their rubbish is placed in the bins provided and that
the campus grounds and facilities are respected.

•	Students will be courteous and considerate to teach
other at all times.

LOCKERS
In an attempt to provide a safe storage space for
students’ belongings, The Springfield Anglican College
has provided high quality lockers in a secure
environment. Each student is to bring a lock at the
beginning of the school year.
Students in Years 8 and 9 are given access to a second
locker to store uniform and sports bags. It is their
responsibility to purchase a lock to keep this
locker secure.
Students are responsible for keeping their lockers clean
and tidy and locked at all times. During the day
students may access lockers before school, after school
and during breaks.
Students are not to access lockers during class time
unless they have obtained permission from their class
teacher. Lockers are to be emptied at the end of each
term. Students who misuse the lockers will have the
privilege of a locker removed.

LOST PROPERTY
All items of clothing and equipment should be clearly
named. Any item found should be handed into Lost
Property if it cannot be returned immediately to its
owner. Before making a request for further action,
students who have lost items should check the lost
property at reception.

PARTICIPATION IN PHYSICAL
EDUCATION/ SPORT
The College is based upon the concept of holistic
development and therefore the curriculum includes
Physical Education. If, on a particular day, for medical
or other valid reasons, a student is unable to participate
in the program or meet a training commitment then
the relevant section at the back of the diary must be
completed by a parent or guardian.

GUIDELINES FOR TRAVELLING
TO AND FROM COLLEGE
Exemplary behaviour is expected from all students
while they are travelling to and from the College.
Whenever students are wearing the College uniform, it
is expected they will represent the College proudly and
that they will obey the College rules.

•

Students will obey the direction of the bus driver.

•	It is expected that students will travel quietly and
behave in accordance with The Springfield Anglican
College standards.
•

No food or drink is to be consumed on the bus.

•	Students, once seated, are to remain seated.
Students are not permitted to change from seat to
seat during the journey.
•	Students should respect all bus property. They must
not interfere with bus seats. They must not put feet
on seats.
•	Students should take care of their belongings on
the bus. When leaving the bus, students should
check to ensure they have taken all their
belongings with them.
•	Students who fail to observe bus rules will be
subject to College discipline and may forfeit their
right to use bus services.
Bikes
It is a requirement of enrolment that students riding
bikes to and from College must wear helmets correctly
strapped. Students are not required to wear their
blazer whilst riding to and from College but must
present the rest of their uniform correctly. Students
can apply for a bike pass via their Head of Clan that
gives them permission to ride to and from College in
Sports uniform. This is only allowed if they change into
formal uniform on arrival.
Students who ride pushbikes to College must
dismount before entering the College grounds.
Bike racks are provided, and it is recommended that
all bikes be secured to the rack by a lock and chain.
All students travelling by pushbike must wear
safety helmets.

VALUABLES
Students should not bring large sums of money or
valuables to College. In the event that valuables have to
be brought to College they should be handed in at
Reception for safekeeping.

MOBILE PHONES
The Springfield Anglican College accepts that parents
give their children mobile phones to protect them
from everyday risks involving personal safety and
security. It is acknowledged that providing a child with
a mobile phone gives parents reassurance that their
child can contact them if an emergency should arise.
The College permits the carrying of mobile phones to
and from school.

In cases of emergency, the appropriate point of contact
for students or parents is the Reception area, which will
ensure that the message is relayed quickly. Students
are not to use mobile phones to contact parents
without first informing staff at Reception.
The College accepts no responsibility for replacing lost,
stolen or damaged mobile phones while at school or
travelling to or from school. Any student found using
their mobile phone against the accordance of College
Policy will risk having their phone confiscated, to be
collected from College Reception. In cases of
inappropriate conduct students will face disciplinary
action as sanctioned at the end of College.

Bus
There is one bus zone located at the Secondary
Campus. The TSAC buses and the Park Ridge Transit
buses collect students from the bus zone located
outside the Administration Building. When dropping
off and collecting students please ensure this area is
left clear at all times. A free inter-campus and train
station shuttle is also available. For bus routes and
ticket prices please refer to the College website.
Please note that parking is not permitted
in the bus zone.
Student Parking

SCHOOL ID CARDS

Please refer to the Student Driver Policy for information
relating to student parking.

When you arrive at the College you will have your
photo taken for your student ID card. You will receive
your card as soon as possible.

ARRIVAL AND DEPARTURE
PROCEDURES

STUDENT DIARY
At student diary will be provided to you on your first
day at the College. Please read through the diary as it
contains helpful information about College life, allows
you to plan your daily and weekly workload, includes
study tips and provides general information around
health and wellbeing. Please bring this with you to
College each day.

ACCESS TO THE SECONDARY CAMPUS
Entry and Exit to the College is via Springfield
Greenbank Arterial and Eden Station Drive.
Parking in the Carpark
Parking for parents is located immediately in front of
the College. There are designated parking bays for
authorised visitors near the entry of the car park. Please
do not park in the allocated bus zone.

Playground Duty will commence at 8:00am each day.
All students are encouraged to arrive at College from
8:15am, unless they have commitments with a before
College activity. Students should go directly to their
lockers to prepare their equipment for the school day
and then move to their Form rooms. All students
should be present and at school and be prepared for
class prior to the first bell at 8:25am.
Students who arrive late (after 8:30am) are required to
be signed in late at Student Reception. At the
conclusion of each day, students should go to their
locker, pack their bags with the necessary equipment
for homework and proceed directly to their pick-up
area (bus, car park etc.) or after College activity.
Students will not be permitted in “out of bounds” areas,
such as the oval, unless supervised by a teacher for a
sporting activity.
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TRANSPORTATION TO AND FROM THE COLLEGE
Travel by Bus or Train
Exemplary behaviour is expected from all students while they are
travelling to and from College. Whenever students are wearing the
College uniform,
it is expected they will represent the College proudly.

EVACUATIONS PROCEDURE
At TSAC we hold practice drills for our evacuation and lockdown
procedures regularly throughout the school year. This is to ensure all
students are familiar with these procedures in the event that a real
evacuation or lockdown occurs.
In the event of an evacuation when the alarm sounds, please follow the
directions of your Teacher and consider the following steps:
1.	Everyone must evacuate the area in which they
are located.
2.	Under instruction from your teacher, move smartly (but do not run) to
the designated assembly area on the Undercover Sports Courts.
3.	Once at the assembly point students need to line up in Clan Classes,
then alphabetic order.
4.	Your form teacher will call the roll to check that all students are
accounted for.
5.	Student must remain silent once assembled on the sports courts.
6.	Do not leave this area until the all clear has
been given.
7. Do not re-enter any building.
8.	Do not take refuge in toilets, storerooms, rest rooms or student
common rooms.
9.	Do not leave the assembly area until the all clear has been given.

LOCKDOWN PROCEDURE
In the event of a lockdown alarm:
1.

Classes should remain in their rooms.

2.	Teachers will ensure that all external doors to the building and
classroom are closed and locked, the blinds closed, and lights turned
off.
3. Students are to remain completely silent.
4.	If the threat is taking place in an adjacent room, staff should remain
calm. This class may be
notified to evacuate via an alternate exit. These instructions would be
given by the Principal or emergency personnel.
5.	Students, teachers, staff and any visitors in The Rosewood Building
Resource Centre must move into the ICT area of the building and
ensure doors are locked, blinds closed, and lights turned off.
6.	In the event of a perceived physical threat, staff should gather students
in the least visible part of the room and remain silent so not to attract
attention but to remain calm.
7.	All students, staff, volunteers and visitors are to remain in lockdown
until the Evacuation Alarm is sounded, then all staff are to move their
students into normal Evacuation procedures.
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Health
ACCIDENT AND ILLNESS PROCEDURE
Students who are unwell will be sent to the supervised
sick bay. Should it be determined that the student is
not well enough to return to class within a short time,
parents will be contacted and requested to collect their
child from the College. In case of accidental injury, first
aid will be rendered and parents contacted if the
matter is serious.
If parents cannot be contacted, persons listed as
Emergency Contacts will be telephoned. Where the
illness or injury is deemed to be serious, the designated
Medical Practitioner and/or Queensland Ambulance
Service may be contacted.
It is essential that the student informs the College of
any changes to contact numbers or those of the
student’s emergency contacts or Medical Practitioner.

ADMINISTRATION OF MEDICATION
Prescription Medication
School staff can assist a student with medication under
the carer provisions of the Health (Drugs and Poisons)
Regulation (1996) provided that:
•	
An Administration of Medication Authorisation
Form is received from the student’s
parent/caregiver
•

The medication is in the original packaging

•	
The medication includes a pharmacy label detailing
the name of the person authorised to take the
medication, the dosage, time to be taken and
Medical practitioner’s name.
Staff must follow the directions on the original
pharmacy label attached to the medication.
If a student requires prescription medicine while at the
College, it must be handed in at Reception upon
arrival. Teachers will direct students to Reception so
that medication can be stored and administered from
the allocated First Aid Room. A record will be kept of
the times and quantity of medication administered. An
Administration of Medication Authorisation Form must
be obtained from the College Reception or printed
from Parent Lounge for this purpose.
Non-Prescription Medication
College staff are not authorised to administer nonprescription medication without written instruction
from a Medical Practitioner.

Therefore, the only circumstances in which
non-prescription medication (including Panadol,
Aspirin and other painkillers, over-the-counter
medications, creams or homeopathic medication) will
be administered by the College is:
•	An Administration of Medication Authorisation Form
is received from the student’s parent/caregiver
•

The medication is in the original packaging

•	The medication includes a pharmacy label detailing
the name of the person authorised to take the
medication, the dosage, time to be taken and
Medical practitioner’s name.
Students are not permitted to bring non-prescription
medication to College for self-administration.

INDIVIDUAL STUDENT MEDICAL PLANS
If the student has been diagnosed by a Medical
Practitioner with a continuing or possible life
threatening condition a Medical Management Plan
will be required. An appointment will be made with
the parent/guardian and the College Receptionist to
complete the Medical Management Plan together.
If the student requires medication to be kept at the
College, an Administration of Medication Authorisation
Form is to be completed.
It is the responsibility of the parent/guardian to:
•	
Notify the College of any changes to the
management plan in writing, where a new plan will
be completed for the parent/guardian’s approval
•	
Provide the equipment and consumables, including
medication, for carrying out emergency treatment
•	
Notify the school if the student is to carry
emergency medication on their person and selfadminister this medication

WHAT IS MENTAL HEALTH?
Generally speaking, our mental health refers to our state of mind and ability to cope with the everyday things that
are going on around us. Someone with ‘good’ mental health usually feels capable of dealing with the different
everyday situations that they find themselves in. This is called resilience, meaning our ability to bounce back from
disruptions in our life and progress towards the goals we set for ourselves.
It’s normal for everyone to experience ups and downs, but when negative feelings persist for long periods of time
or interfere with everyday life, you should seek support. If you are worried about your mental health or finding it
difficult to cope, it’s better to ask for help early, for example by talking to your parents, mentor or School
Psychologist. You can also contact:

Kids Helpline is a private and confidential telephone
and online counselling service specifically for young 1800 551 800
people aged between 5 & 25. Additionally this
(open 24 hours free call)
website provides information on issues including
peer pressure, blended families, dealing with conflict www.kidshelp.com.au
and managing risky behaviours.
Lifeline’s for telephone counselling, and their
website also offers crisis support, a service finder
and information on issues including suicide
prevention, panic attacks, self-harm, mental health
and asking for help.
Headspace is for young people aged 12-25 going
through a tough time. They provide someone to talk
to, support on mental health, general health,
trauma, alcohol & other drugs, self-harm issues.
Youth Beyond Blue aims to empower young people
to respond to depression and anxiety. They provide
information on issues including depression, anxiety
treatment options & recovery and staying well. There
are online forums or you can call a counsellor there
is also the webchat option.

13 11 14 (Crisis Support; open
24 hours free call)
Online Chat: 7pm-4am
(7 days)
www.lifeline.or9.au
1800 650 890
www.headspace.or9.au

1300 22 4636
(open 24 hours free call)
Webchat 3pm-12am
www.youthbeyondblue.com

•	
Ensure that medication and equipment is not out
of date and is labelled clearly with the student’s
name and dosage information
•	
Replace the medication when it expires or after it
has been used.

LIFE THREATENING ALLERGY
(ANAPHYLAXIS)
We have a number of students attending our College
who have a severe and potentially life threatening
allergic reaction to different food or products.
To assist us to reduce the risk to our students, we ask
parents to not send to school nut products such as:
•
•
•

Reverend Erika Williams
College Chaplain
Email: ewilliams@tsac.qld.edu.au

Mrs Majella Dennis
College Psychologist
Email: mdennis@tsac.qld.edu.au

Peanut butters, Nutella or other nut spreads
Nuts in or on top of birthday cakes
Peanuts or other nuts
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SUBJECTS
In Years 7 and 8, all students study the core subjects of Mathematics, Science, Humanities, English,
Philosophical Enquiry, RaVE (Religious and Values Education), Health and Physical Education (HPE) as well as
a number of specialist Arts subjects. Students then elect from a range of subjects including: Accelerated
Music, Business & Economics, Design Technology, Digital Design & Coding, Graphics & Interior Design, Media
Arts, Psychology and the Mind, and Physical Education. For up-to-date information on the subjects offered,
please refer to the Middle School prospectus. In Years 9 and 10, students continue to study the core subjects
but are able to select three electives. In Years 11 and 12, students will select subjects suitable to their chosen
career path.

SUBJECT SELECTIONS
In order for students to select their elective subjects, subject selections are conducted online in Term 3 of
Years 7, 8 and 10 for the following year. Information regarding this process is communicated to students and
parents early in Term 3.

PATHWAYS AND CAREER GUIDANCE
In Year 11, students are able to select a traditional academic pathway and receive a score for tertiary entrance or
a Vocational Pathway where they undertake a traineeship/apprenticeship or vocational study whilst at school.
Students will receive assistance in making this decision through such events as the Future Focus conference in
Year 10, SET planning interview in Year 10 and Careers Expos. Students and parents are also able to make an
appointment with the Director of Teaching and Learning or the Vocational Education Coordinator if they wish.

OTHER PROGRAMS
A number of other programs are available to students to further enhance their learning. Several opportunities
for support or extension are provided through the Learning Enhancement Department. In Year Ten, students
also undertake special projects and the Study, Skills and Service (SSS) program to extend their knowledge,
skills and experiences. Qualifying students are also able to undertake a University subject throughout Year 11
or 12. Information regarding these courses is distributed by the Director of Teaching and Learning in Term 3
each year.

STUDENT RECOGNITION
A number of certificates of achievement are awarded each week at the College assembly for academic,
cultural, sporting or pastoral achievement. A Scholars’ Assembly is conducted at the beginning of Term 3,
recognising academic achievement from Semester 1, and the Night of Celebration is held in Term 4,
recognising academic achievement throughout the year.

EXTERNAL TESTING AND COMPETITIONS
TSAC ensures that students are thoroughly prepared for National and State-wide testing such as NAPLAN and
the QCS test. Opportunities are also provided for students to compete in other external competitions such as
the University of NSW Maths, English and Science competitions among others. Several students also compete
in competitions specific to their learning areas.

HOMEWORK
Homework is a compulsory part of a College education and can consist of the following components:
•

Nightly homework from classes such as pre-reading, finishing exercises, revision

•

Completing assignments which are set over an extended time

•

Test preparation and study

•

Instrumental music practice

There may be occasions when, due to illness or family circumstances, a student is unable to complete his/her
homework. In these cases, an email should be sent to the class teacher. Parents should feel free to contact
the class teacher to discuss any issues regarding homework.
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COURSE PROGRESS
One of the conditions of a subclass 500 student visa is
that the student maintains ‘satisfactory course
progress as defined by the education provider’
(condition 8202). This is defined in our Course Progress
and Attendance Policy in the Policy Handbook.
To achieve satisfactory course progress, students
must receive results which will be adequate to achieve
a QCE certificate.

Students must submit the assignment to the class
teacher on or before the due date

•

Students who are absent on the due date must
have their assignment delivered to the College.
Where this is not possible, the class teacher must
be contacted so that alternative arrangements can
be made and a medical certificate must be
provided for the day of absence.

SUPPORT AND INTERVENTION

•	
Additional ESL support

•	
Students seeking an extension for an assignment
must produce a letter of request outlining the
reason the assignment cannot be completed on
time. Except in very special circumstances this
must be received by the teacher at least three days
prior to the due date. Valid reasons include
extended illness, misadventure, trauma and
genuine cases of hardship. They do not include
technology breakdowns as students are expected
to allow for such occurrences. Evidence of draft
work will strengthen the request. Extensions may
be given by the teacher in consultation with the
Director of Teaching and Learning.

•	
Change of subject selection, or reducing course
load (without affecting course duration)

•	
Students must keep a copy of the final draft of
their assignment

•	
Counselling – time management

•

•	
Subject tutorial support in class time
•	
Mentoring

•	
Counselling – academic skills
•	
Counselling – personal
•	
Other intervention strategies as
deemed necessary

ASSESSMENT

The Australian Government wants students to have a rewarding and enjoyable experience when they come to
Australia to study. Australia’s laws promote quality education and consumer protection for international students.
The laws are known as the ESOS framework. For more information about your right and responsibilities as an
International Student, please read the International Education fact sheet found using the following link:
https://docs.education.gov.au/system/files/doc/other/esosstudentfactsheetv3.pdf
The Springfield Anglican College offers the following courses to enrolling students. Further curriculum
information can be found in the International Student Prospectus.

Throughout each subject, formal and informal
assessment will be conducted to assist the teacher in
gauging the student’s understanding of the subject
matter. Students are expected to complete all required
assessment by the due date and to the best of their
ability. For more detailed information on assessment
submission or request for extension, please refer to the
College assessment policy.

ASSESSMENT METHODS

03658M

The Springfield
Anglican College

096675G

Junior Secondary
Studies – Years 7-10

Junior
Secondary Studies

208 Weeks

03658M

The Springfield
Anglican College

096675G

Junior Secondary
Studies – Years 7-10

Junior
Secondary Studies

208 Weeks

03658M

The Springfield
Anglican College

096676F

Senior Secondary
Studies – Years 11-12

Senior Secondary
Certificate of
Education

104 Weeks

Research assignments or projects must be the
student’s own work. Copying from other work,
plagiarism, or work submitted which is not the
student’s own may result in total loss of marks.
•

•	
After hours’ tutorial support

ESOS FRAMEWORK

ASSESSMENT GUIDELINES

If students are at risk of not meeting the satisfactory
course progress requirement, the Director of Teaching
and Learning, Mrs Wendy Jurss is available in the
Secondary Campus Administration building to discuss
options to assist them in meeting the requirement.
These may include the ‘Drop-In Zone’ for assignment
help or accessing the services that Learning
Enhancement offers.

If a student does not achieve satisfactory course
progress in a study period the Director of Teaching and
Learning will formally contact parent(s) to advise there
will be a meeting with the student to develop an
intervention strategy for academic improvement.
This may include;

Course Information

Subject criteria are used to make a judgement about
the grade to be awarded to this body of evidence.
These standards come from the relevant syllabus
standards descriptors for each subject.

Assignments which are late for no valid reason and
where an extension has not been granted will result
in work completed or submitted prior to the due
date being marked as the final assessment. Where
no previous work has been submitted, the student
will be internally suspended on the day the
assignment is due and the work completed in that
suspension will be marked as the final submission.

EXPECTATIONS OF
STUDENTS’ ASSIGNMENTS
•	
Students are required to submit work (including
drafts)by the due date
•	
Students are required to keep a copy of
all assignments
Students are required to reference all work that is
•	
not original

Assessment may be formative or summative, in a
range of formats such as in class quizzes, interviews,
assignment tasks, examinations, oral presentations,
multi-media presentations, performances or the
production of a product, among other forms.

•	
All work submitted is to be legible and
presented neatly

Levels of achievement are awarded based on the
collection of a body of evidence over a period of time,
on or before the due date of an assessment task.

Students are expected to prepare for technical
•	
difficulties by printing a hard copy of each version
of their work.

•	
Students are required to have group work/orals/
presentations ready for the first session of
presentations
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MISSED EXAMS AND TESTS
•

S
 tudents will not be allowed to sit a test prior to the
arranged date

•	
If there are circumstances preventing attendance,
the class teacher may be contacted prior to the
commencement of the examination
•	
Students should expect to sit tests on their return
to school. Arrangements and conditions will be at
the discretion of the Director of Teaching and
Learning in consultation with the class teacher.
•	
Students involved in group presentations who are
absent on the day of the presentation must contact
the College prior to the commencement of school.
If the reason for absence is illness a medical
certificate must be obtained. Other circumstances
must be referred to the class teacher.
Arrangements must be made with the class
teacher and other students for completion
of the task.

TECHNOLOGY
As part of our commitment to ensuring that our
students are able to engage with a complex digital
world, we have expanded and refined our approach to
a Bring Your Own Device (BYOD) philosophy for 2019.
Our College wide BYOD approach provides students
with opportunities to be creative, active, collaborative
and responsible users of their devices, and we
implement the use of devices in the classroom
carefully to ensure that they underpin and
complement other strategies employed by teachers
to ensure that students are achieving their best in
the classroom.
Our recommendations for Years 7 to 12, to ensure that
students are maximising their learning potential,
are as follows:
•	
A device that supports the current apple MacOS or
Windows 8/10 (Excludes IOS devices, such as iPads)
• Minimum screen size 10inch.
In addition, for Years 7 to 12, a device that has a
Touch Enabled Screen is recommended but
not a requirement.

GRADUATION CERTIFICATE
Students will receive a graduation certificate if
they have adhered to the Course Progress and
Attendance Policy.
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Communication
PARENT LOUNGE
Parent Lounge is a portal for parents to access information specific to their children. Functionalities within Parent
Lounge include:
•	
Viewing student timetables
•	
Viewing teacher email addresses
•	
Viewing the College calendar
•	
Accepting and paying for Tours and Excursions
•	
Paying student fees

CHANGE OF ADDRESS
Please tell us of any change of address. TSAC must know where the student is living and how to contact them
at all times. If they are living in a homestay placement, the student must not change those living arrangements
without the school’s permission. If there are problems with the student’s homestay, please contact the
International Student Coordinator.

COMPLAINTS AND APPEALS PROCESS
The Policy Handbook contains information about the Complaints and Appeals processes. Students can access an
external Complaints and Appeals process via the Overseas Student’s Ombudsmen if they are dissatisfied with the
internal College Complaints and Appeals process. Information about the Ombudsmen and how to submit a
complaint can be found on their website http://www.ombudsman.gov.au/about/overseas-student-ombudsmanlanding-page

•	
Viewing school links, including Assessment Timetables
•	
Purchasing bus tickets
Viewing school reports
•	

COLLEGE CALENDAR
The College Calendar can be viewed via the Parent Lounge portal, accessed through the College Website. Parents
are able to filter the calendar to only view events that are relevant to them. The calendar is updated on a regular
basis and contains up-to-date information about College events including copies of permission notices and staff
contact details.

COLLEGE APP
The Springfield Anglican College App is available free to download from the Apple App Store or Google Play Store.
Search ‘The Springfield Anglican College’ or ‘TSAC’. The App is designed to allow the College community to access
information about events and daily activities at the College.

FACEBOOK
The College has a Facebook page that provides another communication channel for the College community. The
TSAC Facebook page provides a great opportunity to connect and share information, as well as showcase our
student’s achievements through photos and videos.

EMAIL COMMUNICATION
Electronic letters, notifications about events and general information are regularly sent to families via email. It is
important that email addresses are kept up to date so that no information is missed.

DAILY NOTICES
Daily notices are the primary source of communication between teachers and students. The Daily Notices are
read out to students each day by class teachers and form teachers. Students can also view the notices through
Student Café. Student Café is accessed through the College Website.

STUDENT REPORTS
Parents receive communication on their child’s progress three times during the school year. Interim reports are
issued at the end of Term 1. The purpose of this interim report is to comment on how students have settled into
the new year, to identify any issues of concern and to detail a course of action for the remainder of the year.
Formal reports are issued through Parent Lounge at the end of the first semester (coinciding with the end of
Term 2) and then again at the end of second semester (coinciding with the end of Term 4).

PARENT/TEACHER INTERVIEW
Parent/Teacher interviews are scheduled in the College calendar twice a year, however, parents are encouraged to
meet with teachers throughout the year if they have any concerns relating to the student. Parent/Teacher
interviews are booked through Parent Lounge and detailed information on how to book will be sent to parents
prior to the scheduled interview dates.
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Student Life
We believe that the important learning experiences that a school
provides happen in and outside of the classroom, and our vibrant and
varied student activities and Co-curricular programs are vital in allowing
us to achieve our goals of educating the mind, body and spirit of our
students.
CO-CURRICULAR
We learn many of our most profound and lasting lessons in Co-curricular
activities, where we can learn life lessons such as how to win with grace and
lose with dignity, and where we have opportunities to work productively
with others and be part of a team. Each of these events are profound
learning opportunities and assist young people to build resilience and
shape their characters.
At TSAC we are also committed to providing opportunities for every
student to be at their best. For some students, they are at their best in their
Co-curricular undertakings – and we encourage, value and celebrate
their contributions.
Research strongly supports students being active participants in
Co-curricular programs and through their involvement, having great
opportunities to develop a range of important attributes, many of which
link back positively to academic achievement. Teamwork, self-discipline,
organisational skills and the development of emotional intelligence and
resilience form some of the clear benefits of such involvement.

Whichever activity your child chooses or participates in, they will receive committed coaching, tuition,
encouragement and support, which will be rewarding. Our Co-curricular programs are designed to allow
casual participation for those that simply want to give something a try, while also giving elite performers the
opportunity to pursue excellence.
Further details about the co-curricular activities on offer at the College can be found in our Extra-Curricular
Handbook online.

SPORTS
TSAC provides sporting opportunities for all students. We are a member of the Greater Brisbane Conference (GBC)
and compete throughout the year against independent schools in a range of sports and carnivals.
We foster a philosophy of participation for all, and value the importance of physical activity in a young person’s life.
Our Co-curricular activities are designed to offer opportunities for skill development, good sportsmanship and
team spirit.
All students are encouraged to participate in the wide variety of activities offered, which provide options for
the casual sportsperson who just wants to take part for fun, and those elite athletes who aspire to excellence or
careers in sport.
Students have the opportunity of playing Saturday sport against other GBC schools that encourages a healthy
inter-school competition using a home and away fixture system, with a GBC Grand Final being played at the end
of the Term in each of the respective sports.
Advanced teams also have the opportunity to compete in elite external competitions such as the All Schools Touch
Championships, Queensland Schools Volleyball Championships, Uhlsport Cup (Soccer) and the ISSA Cup (Soccer).
Fixtures are played after school during the week. Talented athletes also have the opportunity to advance through
to the Representative Met West School Sport Program.
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CREATIVE ARTS
Creative Arts is a vibrant and active department within
the College and the wider community. Creative Arts
incorporates the disciplines of Music, Drama, Dance,
Visual Arts and Media Arts. All staff within these subject
areas are highly-qualified and experienced educators
who regularly participate in professional development
within their respective fields.
There are opportunities for students to be involved in
graded string ensembles, guitar ensemble, concert
band, choir, rock band, drumline, electro-acoustic
ensemble, drama troupe, theatre sports team, dance
troupe and art club. Group lessons for instruments in
our Co-curricular groups are included as part of the
tuition fee. Additionally, private individual tuition is
available on a user pays basis for guitar, singing,
piano and a wide variety of wind, percussion and
string instruments.
We have an extensive concert program in which all our
ensembles are showcased. College ensembles are

featured in eisteddfods across the region and in
community events. The Creative Arts Faculty produces
a biannual, major musical production, with students
from Year 4 and above able to audition for parts in the
production or be part of the stage crew.
We value the Creative Arts highly at our College. Every
day we see firsthand that involvement in the Creative
Arts helps students to improve their critical
thinking skills, and develop personal attributes
including commitment, self-discipline, teamwork
and confidence.

CLUBS AND ACTIVITIES
Students are encouraged to participate in clubs,
extension and support programs, as well as
academic competitions. These provide opportunities
for enhancing knowledge, skills, friendships
and confidence.
Students are usually invited to nominate for activities
such as debating, public speaking and writing events,
da Vinci Decathlon and other intellectually stimulating

pursuits. Participation with like-minded friends, as well
as the opportunity to forge new relationships, are
benefits of these extra-curricular activities. Equally,
developing skills and an appreciation of making a
commitment to a group and learning are important
aspects of being a member of our community.

OUTDOOR EDUCATION
TSAC has a strong commitment to Outdoor Education
experiences and integrates camps into the school year.
These experiences form part of their powerful learning
journey, for it is on camp that students are provided
opportunities to be resourceful, take safe risks and work
as part of a team. Being outside of their comfort zone,
in a supportive environment, is an excellent way of
preparing young people for the challenges that they
will face in life. They develop positive relationships
within self, peers, various environments and adventure,
and a highly effective way of allowing them to develop
the coping mechanisms necessary to overcome the
associated challenges.

Our developmental and sequential outdoor education
experiences have been selected to suit the students’
age and abilities. At all times the emotional and
physical safety of the students are paramount, and
outdoor education experts and teaching staff provide
the safe environment for student experiences. Our
commitment to differentiation is also evident in our
outdoor education programs, with all students given
the opportunity to opt into the level of difficultly that
they are comfortable with through our ‘Challenge
Through Choice’ option.

SERVICE
As an Anglican School, we are committed to developing
young people of compassion and encourage students to
become involved with Service activities on a local,
national and global scale. Our College Chaplain and our
Director of Student Activities guide students in their
Service journey, with both roles overseeing projects and
activities which form a valuable part of our TSAC
education through developing people who are other
people centred, caring and giving.
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Services Available to Students

000 (free call)

Fire		

000 (free call)

Ambulance

000 (free call)

Level 7, 117 Brisbane Street, Ipswich,
Queensland 4305
Phone: (07) 4847 5000
Fax: (07) 3280 1150
Opening hours: Monday to Friday 8:45am to 5pm.

If calling from a mobile phone dial 112 (free call)
Telephone Interpreter Service

Springfield Legal Service

131450

Department of Immigration & Border Protection

131881

Department of Education and Training (02) 6240 8111
Telephone Directory Assistant

There are Legal Service available in the local areas should students wish to access them.
Legal Aid

USEFUL TELEPHONE NUMBERS
Police		

Legal Services

1223

1/6 Commercial Drive, Springfield
Queensland, 4300
Phone: (07) 3288 3511
Fax: (07) 3288 5711
Please note the above listing is not a recommendation for their services, just general information provided.

MONEY AND BANKING INFORMATION

Adjusting to Australian Culture

Currency
The Australian currency is based on the decimal system, that is
100 cents +$1.
We also have:
Paper Notes:

$5, $10, $20, $50, $100

Coins:	5 cents, 10 cents, 20 cents, 50 cents, $1 and $2.
Banking
To open a bank account the student needs to show the bank their passport. Banks are open from Monday to
Friday. Automatic Teller Machines (ATM) are located throughout the city and can be accessed 24 hours per day. If
the Homestay family is unable to provide assistance to open a Bank Account, speak to the International Student
Coordinator who will assist.
Shopping
Larger supermarkets in Brisbane are open Monday to Sunday. Smaller food stores may also be open 7 days per
week. Brisbane offers a large variety of fresh fruit and vegetables at reasonable prices.
Postal Service
Posting a letter in Australia costs $1.00. Posting letters overseas costs more according to how much the
mail weighs.
The nearest post office to the College is at Orion Shopping Centre.
Public Transport
For timetables, train stations and bus stops, please contact Translink on 13230 or translink.com.au The closest Train
Station to the College is located next to the Orion Shopping Centre and is called ‘Springfield Central Station’.
College Bus
If living in the Greater Springfield area, a private College bus is available at an additional cost. The Secondary
Campus Receptionist can assist with this.
Medical Services and OSHC
Students who are studying on a Student Visa would have already paid for their Overseas Student Health Cover.
This gives them access to Doctors and Medical Services. The closest Medical facility to the College is located at the
Orion Shopping Centre. If students wish to schedule an appointment and are unsure, please ask the International
Student Coordinator for assistance.

Living and studying in Australia may be an exciting adventure, but it can also present a range of challenges.
Adjustment to a new country and culture is a process that occurs gradually and takes time. The values, beliefs,
traditions and customs of your home country may vary greatly from those in Australia and adapting to the
Australian way of life may take lots of time, patience and energy.

HOMESICKNESS
Most people who travel experience homesickness at some stage. These feelings are normal and can be triggered
by things such as food, smells, and music. Homesickness can be experienced at different periods and for different
lengths of time and can simply be because you are missing your lifestyle, family or friends. Homesickness can
affect your studies and how you interact with your classmates. If you feel homesick, it is a good idea to talk to
somebody about your feelings. There are associations and clubs for particular cultures or religions in Brisbane that
you might like to join. This may help you find support from people who have experienced the same challenges.
Make sure you give yourself some time to adjust to your new surroundings and cultural environment. It is
important to maintain contact with your family and friends at home particularly during the adjustment period.
Remember that you are here to experience and enjoy a new and different culture!

USEFUL TIPS
Listen, Observe and Ask Questions.
Allow yourself time to observe those around you. Notice the verbal and nonverbal communication that people
use. Don’t be afraid to ask questions if you don’t understand something. Australians are generally friendly
approachable people.
Become Involved
Make an effort to meet people and become involved in campus activities and in the wider community. Maintain
an open attitude as you meet new people and try new experiences. You may decide you don’t like something and
that is fine, but try everything at least once before you decide.
Sense of Perspective
Remind yourself that living and studying abroad is a challenge and it is normal to feel stressed and overwhelmed
at times. If you ask your class mates you will probably find that they are feeling the same or have felt exactly as
you. Make a list of the reasons why you initially wanted to study in Australia.
Maintain Some Routines and Rituals From Your Own Country
This can include small things like drinking the same coffee or tea, or eating the same types of food as you may
have done in your own country. It may also include being involved in celebrations of your national day or
developing links with your own cultural group here in the local community and wider Brisbane area.
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Ask for help when you need it!
The most useful tip is to always ask for help if you need it. Our entire College community is here to help you,
including our International Student Coordinator, Principal, Reverend, Psychologist, Student Protection
Officers, Teachers and Administration staff. We can also put you in touch with support groups in the wider
community if needed.

STRESS MANAGEMENT
Stress is a physical reaction your body has to situations you find difficult or challenging.
Not all stress is bad, sometimes stress can be good as it can help a person become focussed and encourages
change. It is when you are not able to be productive and feel so overwhelmed that you cannot concentrate, that
stress is bad for you.
Symptoms of stress
•	
Effects of stress on the mind:
•	
Being short tempered about things you wouldn’t have been normally
•	
Being irritable with yourself and others
•	
Constantly worrying or anxious about things
•	
Being restless, biting your nails and pacing the room 1--Sadness or anger
•	
Lack of concentration and focus
•	
Feeling very emotional and overwhelmed Effects of stress on the body:
Headaches
•	
Muscle tension or pain
•	
Skin irritations
•	
Digestive issues
•	
Insomnia
•	
•	
Increased blood pressure
Some ways to help manage stress:
Exercise
Exercise in any form, such as walking around the block, or dancing in your bedroom, can help with stress
management. Being active boosts endorphins, improving your mood and can help you think clearly when you
return.

AUSTRALIAN CULTURE
When meeting someone for the first time, it is usual to shake the person’s right hand with your right hand.
People who do not know each other generally do not kiss or hug when meeting. When you first meet someone, it
is polite not to talk about personal matters. Many Australians look at the eyes of the people they are talking with.
They consider this a sign of respect, and an indication that they are listening. Do not stare at the person for a long
time. You can address a new acquaintance using their title and family name. You may use their first name when
they ask you to or use it in the introduction.
In the workplace and among friends, most Australians tend to be informal and call each other by their first
names. There are no laws or rules on clothing, but you must wear certain clothing for school and work situations.
At most schools the students will be expected to wear a school uniform. Outside of the work situation, clothing is
an individual choice; many people dress for comfort, for the social situation or the weather. Clubs, movie theatres
and other places require patrons to be in neat, clean clothes and appropriate footwear.
Many Australians live close to the beach and the sea. On hot days, they may wear little clothing on the beach and
surrounds. This does not mean that people who dress to go to the beach or swimming have low moral standards.
It means that this is what we accept on and near beaches.
Language
‘Please’ and ‘thank you’ are words that are very helpful when dealing with other people, and buying goods or
services. When asked if you would like something, like a cup of tea, it is polite to say, ‘Yes please’, or just ‘please’ if
you would like it, or ‘no, thank you’ if you do not. When you receive something, it is polite to thank the person by
saying ‘thank you’.
Australians tend to think that people who do not say ‘please’ or ‘thank you’ are being rude. Using these words will
help in building a good relationship. Australians often say, ‘Excuse me’ to get a person’s attention and ‘sorry’ if we
bump into them. We also say, ‘Excuse me’ or ‘Pardon Me’ if we burp or belch in public or a person’s home.
Most Australians blow their noses into a handkerchiefs or tissues, not onto the footpath. This is also true for
spitting. Many people will also say, ‘Bless you’ when you sneeze. This phrase has no religious intent.
Food
Traditionally food in Australia is a reflection of the country’s English heritage with a typical main meal being
served on one plate with a portion of protein (beef, lamb, pork, chicken or fish) a portion of carbohydrate (potato,
pasta or rice) and two or three vegetables or salad. Increasingly Australians are enjoying more diversity in their
food as the country welcomes people of different countries and cultures into its community.
Shopping

Healthy Eating

Shopping hours will vary depending on the Centre however opening hours for most major shopping centres are:

A healthy, balanced diet which includes fruits and vegetables will assist in keeping your body and immune
system strong and healthy. When you eat better, you feel better too! Try to reduce or cut out caffeine completely
from your diet as it can contribute to nervousness and insomnia.

•

Open Monday to Saturday 9:00am – 5:30pm (excluding Thursdays)

•

Open Thursday 9:00am – 9:00pm

•

Open Sunday 10:00am – 4:00pm

Me Time
Take some time out to just relax. You can do this by having a hot bath, meditating, reading a book, going for a
walk outside or watching TV.
Reach out to others
Surround yourself with encouraging and understanding people, whom you can confide in when feeling stressed.
It’s important to talk to those you trust in times of need.
Laugh
Watching a comedy or remembering something funny and laughing can lower cortisol -which is known as the
‘stress hormone’.
Get Enough Sleep
Turn off social media and electronics one hour before bed, and try to get at least 8 hours of uninterrupted sleep
every night.

Shopping Centre will close on some public holidays e.g. Christmas Day, Anzac Day and Good Friday.
Where to Shop
Grocery items are usually purchased from one of the major Grocery stores such as Coles or Woolworths.
Depending on the area in which you live, smaller grocery stores may also operate e.g. IGA Supermarkets. The
opening hours of these smaller stores will vary from the opening hours of the major Supermarket stores. Clothing
items can be purchased from smaller boutique shops of which there are many at the Orion Shopping Centre.
Some of our international students enjoy travelling to Brisbane for a day’s shopping at the major department
stores located in Brisbane city centre.
General Health
Maintaining good health is of vital importance when studying abroad. While living in another environment is a
good way to change a daily routine, it is important for students who are experiencing difficulties in their own
country (relationship, health, emotional, substance abuse, etc.) not to expect a vacation from their problems.
Going abroad is not a “geographic cure” for concerns and problems at home (that is, thinking that you can solve
your personal dilemmas by moving from one place to another). Sometimes students feel that a change of venue
will help them to move past their current problems. However, living and studying in a foreign environment
frequently creates unexpected physical and emotional stress, which can exacerbate otherwise mild disorders.
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It is important that all students are able to adjust to potentially dramatic changes in climate, diet, living, and study
conditions that may seriously disrupt accustomed patterns of behavior. In particular, if students are concerned
about their use of alcohol and other controlled drugs or if they have an emotional or physical health concern, they
should address it honestly before making plans to travel and study abroad.
General Practitioners (GPs)
In Australia you do not have to go to a hospital to see a doctor. You can see a doctor (also known as a GP – General
Practitioner) in their private practice or medical centre, with part or the entire doctor’s fee being covered by
Medicare or OSHC. You must make an appointment to see a GP. It is important to note that some GP surgeries
will request full payment from you at the time of consultation and you will need to present the receipt to claim
the rebate back from your health cover provider.
Medical Services
What do I do if I’m sick?
Let your Host Parent know you are not feeling well and would like to see a doctor. They will assist you with
phoning the GP’s surgery or medical centre to make an appointment. If you have woken in the morning feeling
unwell and would like to see a doctor that day, you will need to phone the doctor’s surgery early in the morning
(8:00am – 8:30am) for an appointment. Please note however, that it may not be possible to get an appointment
on the same day - you may have to wait one or two days before you can see a doctor (in some regional areas of
Australia it may be a week or two before you can get an appointment).
Our International Student Coordinator or homestay parent can help you find a doctor and accompany you to
the appointment.

Activity Permissions
Spending time with friends and community members is a vital part of settling in to your new environment. We
encourage you to arrange visits and activities outside of school hours however for student in Homestay these
activities must have prior approval. Activity Permission Forms are available in the International Student Lounge
and must be completed, signed by Homestay parents and submitted no later the Thursday prior to the activity
taking place.
Sun Safety
The sun in Australia is very strong and can cause sun damage. To avoid sunburn and lower the risk of developing
skin cancer, follow these simple precautions:
•	Apply 30+ broad-spectrum sunscreen 20 minutes before you go outside. Remember that regular applications
of sunscreen are necessary. Water-resistant sunscreen is best if you are swimming or active in sport
•	Remember that a 30+ sunscreen does not mean you can spend longer in the sun. While giving you greater
protection than a 15+, a 30+ sunscreen does not offer 100% protection from UV rays
•

Wear a broad-brimmed hat that covers your whole head and your ears and neck

•	Sunglasses that meet the Australian Standard (AS 1067) are also necessary to block out damaging ultraviolet
rays, protecting your eyes from possible damage
•	Wear a shirt with a collar and long sleeves › Reduce the amount of time you spend outside during the hottest
period of the day. Schedule outdoor activities before 10am or after 3pm during the hotter months.
For further information: sunsmart.com.au
Social Activities

Living Safely in Australia
The Greater Springfield area and Brisbane are generally safe cities. By following the laws and taking a few extra
precautions, your stay here should be safe and trouble-free.
Keeping Safe

What is Schoolies Week?
If you are an international student attending high school in Australia you will hear a lot of talk about “Schoolies
Week” which refers to the Australian tradition of high-school graduates (known as “Schoolies” or “Leavers”)
having week-long holidays following the end of their final exams in late November and early December.
Should you wish to participate in ‘Schoolies Week’ at the conclusion of your Year 12 studies and are under
18 years of age you will need to speak to the International Student Coordinator to discuss being covered by
appropriate Welfare Arrangements.

In general, our local area is a safe suburb, patrolled by police to keep the public safe from criminal behaviour,
however you should always take extra precautions for your safety. Try to always carry a mobile phone with you and
if you are ever in immediate danger, or fear for your safety, attempt to remove yourself from the situation and call
000 or 112 and ask for the police immediately. Remember that your rights and those of other people are protected
by Australian laws and we all must abide by them.
Personal Safety
Be aware when using public transport at night. It is a good idea to travel in the front carriage of the train or bus
close to the driver. Do not ever travel in empty carriages. Planning is important, and you should check timetables
in advance. If you do have a long wait for the transport, then try to stay in well-lit areas or near open shops. Try to
walk in groups at night as much as possible and walk in well-lit areas even if it means your trip is longer. Avoid
short cuts through dark isolated areas and make sure that stay alert if walking alone at night, this includes paying
attention to your surroundings. You should not walk alone listening to loud music with your headset on as you
cannot hear what is happening around you. And don’t text and read when walking – watch when you are crossing
the road! It is very unlikely that you will ever feel threatened but if you do, shout and scream as this will often deter
an attacker. Remember that it’s wise and not rude to avoid conversation or make eye contact with anyone
behaving in an anti-social manner. Try to always make sure that your friends or family know where you are, or
where you intend to be. Where possible, you should arrange to go home with friends, or in a taxi to prevent
exposure to unsafe situations.
Property Safety
Many burglaries happen when a door or window has been left open in a private home or flat. Lock up whenever
you go out! Always lock your car and put valuables out of sight. Never leave the keys in the ignition even when
paying for petrol. Always be careful when using an ATM when withdrawing money from your bank account. Put
your card and cash away and be vigilant. Never write down your pin. Keep expensive mobile telephones and other
valuable items out of sight on the street. These can be stolen. Be vigilant when using your mobile phone. If your
phone is stolen, call your provider immediately to immobilise it.
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Policy One: Student Entry Requirements Policy
1. 	The Springfield Anglican College will consider enrolment applications from students wishing to apply for a
Student Visa, subject to compliance with minimum requirements and conditions set by the College, and with
legislative requirements of the State of Queensland and the Commonwealth of Australia. This includes any
requirements to undertake extra tuition to learn English to meet the English language proficiency standard
needed to enter mainstream classes.
2. 	Applications for enrolment must be made on the Enrolment Application Form. This must be correctly
completed, and must be accompanied by the following documents to support the application:
a)	Copies of Student Report Cards from the previous two years of study, including a copy of the
latest Student Report
b)	A completed Reference Form from the student’s current or most recent school Principal is required if
student Report Cards do not record student behaviour or commitment to studies;
c)

A completed Subject Choices Form if appropriate

d)

Appropriate proof of identity and age

e)

Written evidence of proficiency in English as a second language

f ) 	Photocopy or scanned copy of passport page with name, photo identification, passport number
and expiry date
g)

Letter of Offer from another registered provider if applicable

Other documents may also be required, e.g.:
h)

Completed Homestay or Boarding Application Form

i)

Enrolment Application Fee

j) 	Application to the Queensland Assessment and Curriculum Authority (QCAA) for relaxation of
completed Core requirements if applicable.
3. 	Where the above documents are not in English, certified translations in English are required, with necessary
costs to be met by the applicant.
4. 	An application for enrolment can only be processed when all the above is in the hands of the
Enrolment Officer.

MINIMUM ACADEMIC AND ENGLISH LANGUAGE REQUIREMENTS
ARE AS FOLLOWS:
Academic Requirements
1. 	Students must provide evidence of satisfactory academic performance appropriate to entry to the Year level
requested on the Application for Enrolment or offered as an alternative point of entry by the school in a
Letter of Offer.
a)
		

For Year 7 – 12 students:
•

A pass level or C Year Level or better for the majority of core subjects

English Language Proficiency Requirements
1. 	Applicants are assessed individually based on the contents of their report cards and personal references, and
may also be required to undertake a language proficiency test set by the school.
2. 	If supplied, The Springfield Anglican College will assess evidence of English language proficiency presented by
a student at the time of application, but reserves the right to confirm the student’s English language
proficiency through additional tests.
3. 	If not presenting appropriate evidence of English language proficiency at the time of application, The
Springfield Anglican College will assess the student’s application for entry based on satisfactory test
results as follows:
Acceptable Test

Minimum Test Result

For Entry to

IELTS

5.5

Year 11, 12

High College Preparation

B – C Grade

Year 11, 12

Students should note that if their language proficiency is below that outlined above, they may be required to
undertake an intensive English language course before beginning mainstream studies.
If undertaking an intensive English language course before beginning mainstream studies, English language
proficiency will be reassessed at the conclusion of the language course to ensure the student’s level of proficiency
is sufficient to allow them to commence their mainstream course.

5. 	Applications from overseas students are processed according to established policy and procedures, and are
dealt with on their merits.
6. 	Assessment procedures include an evaluation of reports from previous schools and of English language
proficiency. In cases where report cards are not available or are inconclusive for any reason, the school may
require relevant testing of the applicant to assess the application.
7. 	Onshore applications for Years 11-12, where the student is transferring from another CRICOS registered
provider, will only be considered where the transfer, if accepted, allows the student to achieve a successful
study outcome at the end of the enrolment.
8. 	Offshore applications for enrolment in Years 11-12 will not be considered after the Year 11 course has
commenced unless the student can complete course assessment before the end of the first semester
of Year 11.
The Springfield Anglican College requires evidence that the applicant’s academic ability and English proficiency is
sufficient to successfully meet the entry and curriculum demands of the intended course. This is a requirement
under the 2018 National Code of Practice, Part B Standard 2.
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Policy Two: Welfare and Accommodation Policy
CARE FOR YOUNGER STUDENTS UNDER 18 YEARS
The Springfield Anglican College is a CRICOS – registered provider which enrols younger students under
18 years of age.
As part of its registration obligations The Springfield Anglican College must satisfy Commonwealth and State
legislation, as well as any other regulatory requirements, relating to child welfare and protection, for any overseas
student enrolled who is under 18 years of age.

These
obligations include ensuring that all overseas students under 18 years of age are given age and culturallyappropriate information on:
a.

Who to contact in emergency situations, including contact number/s of a nominated staff member, and

b.	How to seek assistance and report any incident or allegation involving actual or alleged sexual, physical
or other abuse.
The Springfield Anglican College has documented procedures relating to child welfare and safety, and will
implement these procedures in the event that there are any concerns for the welfare of a student under
18 years of age.

ACCOMMODATION AND CARE OPTIONS FOR OVERSEAS STUDENTS
UNDER 18 YEARS
The Springfield Anglican College approves the following accommodation and care options for overseas students:
1.	The student will live with a parent or relative approved by the Department of
Home Affairs (Immigration).
In this case:
a.	The School does not provide a welfare letter (CAAW) via PRISMS. The student’s family completes Form
157N and provides proof of relationship to Department of Home Affairs at the time of visa application for
approval of these arrangements. The Department of Home Affairs must also approve any further change
of welfare arrangements.
b.	If the adult responsible for the welfare, accommodation and other support arrangements for a student
under 18 years holds a Student guardian Visa (subclass 590), all obligations and conditions of this visa
must be met, including:
		 i.

N
 ot leaving Australia without the nominating student unless there are compassionate and compelling
circumstances and the School has first approved alternative welfare and accommodation
arrangements for the student for the adult’s period of absence, and

		 ii.	Advising the Department of Home Affairs of any change of address, passport or other changes
of circumstances.
The Springfield Anglican College requires holders of Student Guardian Visas to:
a.	Maintain Overseas Visitor Health Cover for themselves and any dependent children living with
them in Australia
b.	Immediately advise the School of any change to address or contact details
c.	Immediately advise the School if there are any compassionate or compelling reasons to travel overseas or
not be at home for an extended period of time to care for the student.
If there is a valid reason for travelling overseas, and the School is able to approve alternative accommodation and
care arrangements for the student for the period of student guardian visa holder’s absence, the School will
provide documentation approving temporary care arrangements for the student to the student’s guardian and
for the Department of Home Affairs via PRISMS.

2.	The student will live in school approved accommodation. The Springfield Anglican College will
generate the welfare letter (CAAW) via PRISMS to accompany the student’s Confirmation of
Enrolment (COE).
Accommodation options that may be approved by The Springfield Anglican College for full fee paying 500
(formerly 571) visa subclass students under 18 years of age include:
a.	Homestay Program operated by Australian Homestay Network. Please see Additional Information, below.
b.	Private accommodation and care arrangements requested by the parent but approved by the School
which meet all requirements under relevant state and commonwealth legislation.
The Springfield Anglican College will maintain approval of accommodation and care arrangements until:
a.

The student completes the course and departs Australia

b.

The student turns 18 years

c.	Any appeals processes in relation to The Springfield Anglican College’s intentions to cancel the student’s
enrolment has been finalised (including suspensions, cancellations, course progress and attendance)
d.

The student has alternative welfare arrangements approved by another registered provider

e.	A parent or nominated relative approved by the Department of Home Affairs assumes care of the student
f.	The Springfield Anglican College has notified the Department of Home Affairs that it is no longer able to
approve the student’s welfare arrangements and has taken the required action after not being able to
contact the student.
Any accommodation, welfare and other support arrangements for the student must be approved by The
Springfield Anglican College, including arrangements provided by third parties.
Accommodation and care arrangements are checked prior to approval and at least every six months thereafter to
ensure they are appropriate to the student’s age and needs.
Any adults involved in or providing accommodation and welfare arrangements to the student have a blue card as
appropriate (www.bluecard.qld.gov.au).
Any changes to approved arrangements must also be approved by the School. This includes any requests by
students under 18 years of age to attend “Schoolies Week” on completion of Year 12.
If a student cannot be located and the School has concerns for his/her welfare, the School will contact the
student’s parents / legal guardian and notify the police and any other relevant authorities.
If a student for whom the School has issued a CAAW refuses to maintain approved arrangements, the School will
report this to the Department of Home Affairs and advise the student to contact the Department of Home Affairs
to ensure visa implications are understood. (See Department of Home Affairs office addresses at:
(www.homeaffairs.gov.au/about/contact/offices-locations/australia).
In the event of a significant or critical welfare issue involving the student, and if determined necessary by the
school, a parent, legal guardian or approved relative agrees to travel to a designated location within two days to
assume care of the student until the situation has been resolved to the school’s satisfaction.
If a parent / nominated guardian wishes to assume welfare responsibility, the parent / nominated guardian must
notify the school as soon as practicable of their intentions and must provide the school with written evidence of a
guardian visa grant.
3.	For School vacation periods, students under 18 years of age for whom The Springfield Anglican
College has issued a CAAW will:
a.

Return home to parents, or

b.	Continue to live in / is placed in Homestay arranged and approved by the school, or
c.	Apply for approval to spend the vacation with relatives or a friend’s family, or
d.	Apply to attend a supervised excursion, camp, etc.., if all requirements are met in order to attain
school approval.

If there is not a valid reason for travelling overseas, or if the School is not able to approve alternative
accommodation and care arrangements for the student for the period of student guardian visa holder’s absence,
the student will need to travel overseas with the holder of the student guardian visa. In this case, the School will
advise if compulsory attendance requirements will or will not be affected by the student’s absence.
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4. Accommodation options for students 18 years and older include:
a.	Homestay Program provided by Australian Homestay Network,

Policy Three: Course Progress And Attendance Policy

b.	Private arrangements requested by parents
5.	For School vacation periods, the following accommodation options are available to
students 18 years or older:
a.	Student returns home to parents
b.	Student continues to live in / is placed in Homestay, details of which are recorded by the School
c.

Student may spend vacation with friend’s family or relatives, provided details are given

d.

Student may attend a supervised excursion, camp, etc.., provided details are given

e.

Student may travel unaccompanied during vacation periods, provided details are given.

6. Homestay/private accommodation arrangements at The Springfield Anglican College
The Homestay operated by Australian Homestay Network and approved by The Springfield Anglican College
meet Queensland legislative requirements for child protection as well as Standard 5 of the 2018 National Code of
Practice for Providers of Education and Training to Overseas Students.
These include:
a.	Continuous dates for approved welfare arrangements
b.	Documented procedures for checking suitability of accommodation, support and general welfare
arrangements before a student is placed in an approved arrangement, and at least every six months
thereafter, covering

Overseas students are required to meet and maintain satisfactory course progress and attendance
requirements under visa condition 8202 and under Standard 8 of the National Code of Practice for
Providers of Education and Training to Overseas Students 2018.
1. Course Progress
a.	The school will monitor, record and assess the course progress of each student for the course in which the
student is currently enrolled.
b.	The course progress of all students will be assessed at the end of each study period according to The
Springfield Anglican College’s course assessment requirements.
c.	Students who have begun part way through a study period will be assessed according to The Springfield
Anglican College’s course assessment requirements after completing one full study period.
d.	To demonstrate satisfactory course progress, students will need to show commitment to their studies,
consistency in their work and effort and ensure they are achieving a minimum satisfactory result in all
subjects of the course in any study period.
e.	If at the end of a study period a student does not achieve satisfactory course progress as described above,
the Director of Teaching and Learning will formally contact the parent(s) to advise that the student is at
risk of breaching the course progress requirement and that there will be a meeting with the student to
develop an intervention strategy for academic improvement. This may include;

i.	Guidelines for selecting, screening and monitoring each family and ensuring the family can provide
age appropriate care and facilities for the duration of the student’s enrolment at the school
ii.	Criteria about accommodation services to be provided, and contract for arrangements about
providing accommodation services
iii.	Orientation program for families new to provision of homestay services
iv.	Compliant homestay risk management strategy, reviewed annually, undertaken by school/operator
of the homestay program
c.	Blue cards as required for adults living in the homestay/private arrangement, other than overseas
students, or who otherwise have regular contact with the student.

i.

After hours’ tutorial support

ii.

Subject tutorial support in class time

iii.

Mentoring

iv.

Additional ESL support

v.

Change of subject selection, or reducing course load (without affecting course duration)

vi.

Counselling time management

vii.

Counselling academic skills

viii.

Counselling personal

ix.

Other intervention strategies as deemed necessary

f.	A copy of the student’s individual strategy for academic improvement and any relevant progress reports
will be forwarded to parents.
g.	The student’s individual strategy for academic improvement will be monitored over the following study
period by The Director of Teaching and Learning and records of student response to the strategy will be
kept. Parents will be kept informed of the student’s academic progress while the student is receiving
formal intervention.
h.	If the student does not achieve satisfactory course progress by the end of the next study period, The
Springfield Anglican College will advise the student in writing of its intention to report the student for
breach of visa condition 8202, and that he/she has 20 working days in which to access the school’s internal
complaints and appeals process. The notification of intention to report will be issued to the student prior
to the commencement of the next semester.
Following the outcome of the internal process, if the student wishes to complain or lodge an external appeal
about a decision made or action taken by The Springfield Anglican College, he/she may contact the Overseas
Student Ombudsman at no cost.
Please see The Springfield Anglican College’s Complaints and Appeals Policy for further details.
a.	The school will notify the ESOS agency via PRISMS of the student not achieving satisfactory course
progress as soon as practicable where:
		

i.

The student does not access the complaints and appeals process within 20 days, or

		

ii.	The student withdraws from the complaints and appeals process by notifying the Principal of
The Springfield Anglican College in writing, or

		

iii.

The complaints and appeals process results in a decision in favour of the school.
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2. Completion within expected duration of study
a.	As noted in 1.a., the school will monitor, record and assess the course progress of each student for the
course in which the student is currently enrolled.
b.	Part of the assessment of course progress at the end of each semester will include an assessment of
whether the student’s progress is such that they are expected to complete their studies within the
expected duration of the course.
c.	The school will only extend the duration of the student’s study where it is clear the student will not be able
to complete their course b
 y the expected date because:
		

i.	The student can provide evidence of compassionate or compelling circumstances (see definitions in
section 4)

		

ii.

		

iii.	An approved deferment or suspension of study has been granted in accordance with The Springfield
Anglican College’s Deferment, Suspension and Cancellation Policy.

The student has, or is, participating in an intervention strategy as outlined in 1.e.

d.	Where the school decides to extend the duration of the student’s study, the school will report this change
via PRISMS within 14 days and/or issue a new COE if required. In this case, the student will need to contact
the Department of Home Affairs to seek advice on any potential impacts on their visa, including the need
to obtain a new visa.
3. Monitoring course attendance
a.	Satisfactory course attendance is attendance of 80% of scheduled course contact hours. (NB the National
Code section 8 specifies a minimum attendance requirement of 80%, or under certain conditions, of 70%
as outlined in St 8.15. School policy can require a higher minimum attendance rate.)
b.

Student attendance is:

		

•

Checked and recorded daily

		

•

Assessed regularly

		

•

Recorded and calculated over each study period.

c.

Late arrival at school will be recorded and will be included in attendance calculations.

d.	All absences from school will be included in absentee calculations and should be accompanied by a
medical certificate, an explanatory communication from the student’s carer or evidence that leave has
been approved by the Principal.
e.

Any absences longer than five consecutive days without approval will be investigated.

f.	Student attendance will be monitored by the Principal at the end of each study period to assess student
attendance using the following method:
		

•	Calculating the number of hours the student would have to be absent to fall below the attendance
threshold for a study period e.g. number of study days’ x contact hours’ x 20%. For example, a 20-week
study period with 5 contact hours a day would equal 500 contact hours. 20% of this is 100 hours.

		

•	Attendance for any period of exclusion from class will be assessed under The Springfield Anglican
College’s Deferring, Suspending and Cancelling a Students Enrolment Policy.

i.	The school will notify the ESOS agency via PRISMS of the student not achieving satisfactory course
attendance as soon as practicable where:
		

•

The student does not access the complaints and appeals process within 20 days

		

•	The student withdraws from the complaints and appeals process by notifying the Principal of The
Springfield Anglican College in writing

		

•

The complaints and appeals process results in a decision in favour of the school.

j.	The method for calculating 70% attendance is the same as that outlined in 3.f. with the following change;
number of study days’ x contact hours’ x 30%, or number of study days’ x number of days per week x 30%.
k.	If a student is assessed as having nearly reached the threshold of 70% attendance for a study period, the
Principal will assess whether a suspension of studies is in the interests of the student as per The
Springfield Anglican College’s Deferring, Suspending or Cancelling a Students Enrolment Policy.
l.	If the student does not obtain a suspension of studies under the The Springfield Anglican College’s
Deferring, Suspending or Cancelling a Students Enrolment Policy, and falls below the 70% threshold for
attendance for the study period, the process for reporting the student for unsatisfactory attendance
(breach of visa condition 8202) will occur as outlined in 3.h – 3.i.
4. Definitions
a.	Compassionate or compelling circumstances beyond the control of the student that are having an impact
on the student’s progress through a course. These could include:
		

•

Serious illness, where a medical certificate states that the student was unable to attend classes

		

•	Bereavement of close family members such as parents or grandparents (with evidence of death
certificate if possible)

		

•	Major political upheaval or natural disaster in the home country requiring their emergency travel
that has impacted on their studies

		

•	A traumatic experience which has impacted on the student (these cases should be supported by
police or psychologists’ reports where possible)

		

•

		

•	Inability to begin studying on the course commencement date due to delay in receiving a student visa.

Where the school was unable to offer a pre-requisite unit

For other circumstances to be considered as compassionate or compelling, evidence would need to be provided
to show that these were having an impact on the student’s progress through a course.
b.	Expected duration – the length of time it takes to complete the course studying full-time. This is the same
as the registered course duration on CRICOS.
c.

School day – any day for which the school has scheduled course contact hours.

d.	Study period – The Springfield Anglican College defines a “study period” for the purposes of monitoring
course attendance and progress as a semester.
This policy is available to staff and to students.

g.	Parents of students at risk of breaching The Springfield Anglican College’s attendance requirements will
be contacted by email or phone and students will be counselled and offered any necessary support when
they have absences totalling 70% in any study period.
h.	If the calculation at 3.f. indicates that the student has passed the attendance threshold for the study
period, The Springfield Anglican College will assess the student against the provisions of Item 3.i. (below).
Where the student has failed to meet the minimum attendance requirement, and Item 3.i. does not apply,
the school will promptly advise the student of its intention to report the student for breach of visa
condition 8202, and that he/she has 20 working days in which to access the school’s
internal complaints and appeals process
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Policy Four: Deferring, Suspending or Cancelling
a Students Enrolment Policy
1. Communicating with families about changes in enrolment status
All communications regarding changes to enrolment status will be made directly with students and parents, in
accordance with the latest contact details provided to the school.
a.	Parents must therefore keep The Springfield Anglican College informed of their current contact details, as
per the conditions of the student visa.
b.	Where relevant and where approved by the parents, the school may also share copies of correspondence
with the child’s education agent to help facilitate communication about any changes in enrolment status.
However, the parents with whom the school has a formal written agreement are the primary contact for
the school in such matters. The school will not act on any decision affecting the student’s enrolment that
is not made by the parents.

STUDENT-INITIATED CHANGES IN ENROLMENT
2. Deferment of commencement of study requested by student
a.	The Springfield Anglican College will only grant a deferment of commencement of studies for
compassionate and compelling circumstances. These include but are not limited to:
		

i.	Illness, where a medical certificate states that the student will be unable to attend classes

		

ii.	Bereavement of close family members such as parents or grandparents (where possible a death
certificate should be provided)

		

iii.	Major political upheaval or natural disaster in the home country that has impacted on expected
commencement of studies

		

iv.	A traumatic experience which has impacted on the student (where possible, these cases should be
supported by police or psychologists’ reports)

		

b.

v.	After undertaking ELICOS studies, the student has not/will not meet the English language
benchmark required for entry into the desired course, and the school is willing to defer the student’s
commencement in the course until a later date when the required benchmark is achieved.
All applications for deferment will be considered within 10 working days.

c.

Temporary suspensions of study cannot exceed 6 months duration.

d.	Suspensions will be recorded on PRISMS within 14 days of being granted if the student is under 18 years of
age, and within 31 days if the student is over 18 years of age.
e.

The period of suspension will not be included in attendance calculations.

f.

Applications will be assessed on merit by the Principal.

g.	Some examples of circumstances that are not considered compassionate and compelling at The
Springfield Anglican College include:
Requests for early departure or late return from vacation, including inability to secure cheap flights

		

i.

		

ii.	Leaving early or returning late from holidays in order to attend festivals in the student’s
home country

		

iii.

Returning home to attend family gatherings that occur during term time.

h.	As part of any assessment of a request to defer or temporarily suspend studies, the impact of the request
on the student’s ability to complete their intended course of study in accordance with their COE/s and
student visa will be considered. Any implications will be communicated to students.
i.

All applications for suspension will be considered within 14 working days.

j.	The final decision for assessing and granting a suspension of studies lies with the Principal. Where a
student’s request to suspend studies is refused, the student has a right of appeal (see The Springfield
Anglican College Complaints and Appeals Policy).
4. Student-initiated cancellation of enrolment
a.	All notification of withdrawal from a course, or applications for refunds, must be made in writing and
submitted to the Principal. Please see The Springfield Anglican College’s Refund Policy.
b.	A student will be deemed to have inactively notified The Springfield Anglican College of cancellation of
enrolment where:
		

i.

The student has not yet finished his/her course/s of study with the school, and

		

ii.

Does not resume studies at the school within 14 days after a holiday break, and

		

iii.

The student has not previously provided the school with written notification of withdrawal.

c.	Student-initiated cancellation of enrolment, including “inactive” cancellation of enrolment in 4.b), above, is
not subject to The Springfield Anglican College’s Complaints and Appeals Policy.

c.	The final decision for assessing and granting a deferment of commencement of studies lies with the
Principal. Where a student’s request to defer his/her commencement of studies is refused, the student has
a right of appeal (see Complaints and Appeals Policy).

SCHOOL-INITIATED CHANGES IN ENROLMENT

d.

5. School-initiated exclusion from class

Deferment will be recorded on PRISMS within 14 days of being granted.

3. Suspension of study requested by student
a.	Once the student has commenced the course, The Springfield Anglican College will only grant a
suspension of study for compassionate and compelling circumstances. These include but are
not limited to:
		

i.	Illness, where a medical certificate states that the student was unable to attend classes

		

ii.	Bereavement of close family members such as parents or grandparents (where possible a death
certificate should be provided)

		

iii.	Major political upheaval or natural disaster in the home country requiring emergency travel that has/
will impact on studies

		

iv.	A traumatic experience which has impacted on the student (where possible, these cases should be
supported by police or psychologists’ reports)

		

v.	Student return to their home country to sit a university exam (or similar assessment) which impacts
upon their education.

b.	Where there is a significant issue impacting upon a student’s attendance or course progress, it is essential
that the student or parents contact the school as soon as possible to discuss the concern so that
appropriate support can be put in place. Where deemed necessary, this may involve temporarily
suspending the student’s enrolment so that matters can be resolved without having a negative impact on
the student’s ability to satisfy their visa conditions.

a.	The Springfield Anglican College may exclude a student from class studies on the grounds of
misbehaviour by the student. Exclusion will occur as the result of any behaviour identified as resulting in
exclusion in The Springfield Anglican College’s Behaviour Management Policy.
b.	Students may also be excluded from class for failure to pay fees that he/she was required to pay in order to
undertake or continue the course, as stated in the written agreement.
c.	Where The Springfield Anglican College intends to exclude a student from class it will first issue a letter
which notifies the student and parents of this intention. The letter will provide details of the reason/s for
the intended exclusion, as well as information about how to access The Springfield Anglican Colleges
internal appeals process. Further information about the appeals process in the event of a school-initiated
exclusion from class is outlined below.
d.	Excluded students must abide by the conditions of their exclusion from studies and must adhere to any
welfare and accommodation arrangements in place, as determined by the Principal.
e.	Where the student is provided with homework or other studies for the period of the exclusion, the student
must continue to meet the academic requirements of the course.
f.	Exclusions from class will not be included in attendance calculations for the study period and will not be
recorded on PRISMS.
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6. School-initiated suspension of studies
a.	The Springfield Anglican College may initiate a suspension of studies for a student on the grounds of
misbehaviour by the student. Suspension will occur as the result of any behaviour identified as resulting in
suspension in The Springfield Anglican College’s Behaviour Management Policy.
b.	Students may also be suspended for failure to pay fees that he/she was required to pay in order to
undertake or continue the course, as stated in the student’s written agreement.
c.	Where The Springfield Anglican College intends to suspend the enrolment of a student, it will first issue a
letter that notifies the student and parents of this intention. The letter will provide details of the reason/s
for the intended suspension, as well as information about how to access The Springfield Anglican College’s
internal appeals process. Further information about the appeals process in the event of a school-initiated
suspension is outlined below.
d.	Suspended students must abide by the conditions of their suspension from studies and must adhere to
any welfare and accommodation arrangements in place, as determined by the Principal.
e.	Students who have been suspended for more than 28 days may need to contact Department of Home
Affairs. (Please see contact details at: www.homeaffairs.gov.au/about/contact/offices-locations/australia)
f.

Suspensions will be recorded on PRISMS.

g.

The period of suspension will not be included in attendance calculations.

7. School-initiated cancellation of enrolment
a.

8. Student to seek information from Department of Home Affairs
a.	Deferment, suspension and cancellation of enrolment can have an effect on a student’s visa as a
result of changes to enrolment status. Students can visit the Department of Home Affairs Website
www.homeaffairs.gov.au/Trav/Stud for further information about their visa conditions and obligations.
9. Definitions
a.

Day – any day including weekends and public holidays in or out of term time

b.	Extenuating circumstances – if the student’s health or wellbeing, or the wellbeing of others, is likely
to be at risk.
Examples include:
		

i.	The student refuses to maintain approved welfare and accommodation arrangements (for students
under 18 years of age)

		

ii.

		

iii.	The student has medical concerns or severe depression or psychological issues which lead the school
to fear for the student’s wellbeing

		

iv	the student has engaged or threatened to engage in behaviour that is reasonably believed to
endanger the student or others

		

v.

Is at risk of committing a criminal offence, or

		

vi.

The student is the subject of investigation relating to criminal matters.

The student is missing

The Springfield Anglican College will cancel the enrolment of a student under the following conditions:

		

i.	Any breach of an agreed condition of enrolment as outlined in the student’s written agreement,
including failure to disclose a pre-existing condition requiring a high degree of specialised support
or care

		

ii.	Failure to pay course fees

		

iii.

		

iv.	Any behaviour identified as resulting in cancellation in The Springfield Anglican College’s Behaviour
Management Policy

Failure to maintain approved welfare and accommodation arrangements (visa condition 8532)

b.	Where The Springfield Anglican College intends to cancel the enrolment of a student it will first issue a
letter which notifies the student and parents of this intention. The letter will also provide details of the
reason/s for the intended cancellation, as well as information about how to access The Springfield
Anglican College’s internal appeals process. Further information about the appeals process in the event of
a school-initiated cancellation is outlined below.
c.	The Springfield Anglican College is required to report any confirmed breach of course progress and
attendance requirements to the Department of Home Affairs. Where a student is reported for breach of
visa condition, his/her enrolment at The Springfield Anglican College will be cancelled and this may
impact on the student’s visa. Further information can be found in The Springfield Anglican College’s
Course Progress and Attendance Policy.
d.	For the duration of the internal appeals process, The Springfield Anglican College will maintain the
student’s enrolment and the student will attend classes as normal. The Principal will determine if
participation in studies will be in class or under a supervised arrangement outside of classes.
e.	If a student decides to access The Springfield Anglican College complaints and appeals process because
they have been notified of a school initiated suspension or cancellation of enrolment under Standard 9,
the change in enrolment status will not be reported in PRISMS until the internal complaints and appeals
process is finalised, unless extenuating circumstances relating to the welfare of the student apply (see
Definitions in section 9).
f.	Where extenuating circumstances are deemed to exist, a student may still access the complaints and
appeals process, but The Springfield Anglican College need not await the outcome of this process before
changing the student’s enrolment status in PRISMS. If the school has issued a CAAW for such a student,
welfare provisions under Standard 5.6 are applicable.
g.	The use of extenuating circumstances by The Springfield Anglican College to suspend or cancel a
student’s enrolment prior to the completion of any complaints and appeals process will be supported by
appropriate evidence.
h.

The final decision for evaluating extenuating circumstances lies with the Principal.
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Policy Five: Student Transfer Request Policy

e.	The Springfield Anglican College will NOT agree to the transfer before the student completes the first six
months of their first registered school sector course in the following circumstances:
i.

The Springfield Anglican College Student Transfer Request Policy and processes apply to:

ii.	The Springfield Anglican College is concerned that the student’s application to transfer is a consequence
of the adverse influence of another party.

a.	Overseas students requesting to transfer prior to completing the first six months of their first registered
school sector course or

iii.	The student has not had sufficient time to settle into a new environment in order to make an informed
decision about transfer.

b.	Where the student has completed the first six months of their enrolment in their first registered school
sector course and wishes to transfer but the provider holds welfare responsibility via a CAAW.

OVERSEAS STUDENTS REQUESTING TO TRANSFER PRIOR TO COMPLETING THE
FIRST SIX MONTHS OF THEIR FIRST REGISTERED SCHOOL SECTOR COURSE:
a.	Overseas students are restricted from transferring from their first registered school sector course of study for a
period of six months. This restriction also applies to any course(s) packaged with their first registered school
sector course of study. Exceptions to this restriction are:
i.

If the student’s course or school becomes unregistered

ii.

The school has a government sanction imposed on its registration

iii.

A government sponsor (if applicable) considers a transfer to be in the student’s best interests

iv.

If the student is granted a release in PRISMS.

b.	Students can apply to be released by submitting a Student Transfer Request Application at no charge to
enable them to transfer to another education provider. However, if a student has not completed the first six
months of the first registered school sector course of study or is under 18 years of age, conditions apply.
c.	The Springfield Anglican College will only release a student before completing the first six months of their first
registered school sector course in the following circumstances:
i.	The student has changed welfare and accommodation arrangements and is no longer within a
reasonable travelling time of the school
ii.	The student will be reported because they are unable to achieve satisfactory course progress at the level
they are studying, even after engaging with The Springfield Anglican College‘s intervention strategy to
assist them in accordance with Standard 8 (Overseas student visa requirements)
iii.

The student provides evidence of compassionate or compelling circumstances

iv.

The Springfield Anglican College fails to deliver the course as outlined in the written agreement

v.	The student provides evidence that their reasonable expectations about their current course are not
being met
vi.	The student provides evidence that he / she was misled by The Springfield Anglican College or an
education or migration agent regarding The Springfield Anglican College or its course and the course is
therefore unsuitable to his/her needs and/or study objectives
vii.	An appeal (internal or external) on another matter results in a decision or recommendation to release
the student
viii. Any other reason stated in the policies of The Springfield Anglican College.

The student’s progress is likely to be academically disadvantaged.

iv.	The student has not accessed school support services which may assist with making adjustments to a
new environment, including academic and personal counselling services.
v.
f.

School fees have not been paid for the current term/semester.

To apply for transfer to another provider, students need to:
i.

Complete an Application for Student Transfer Form available from the Principal.

ii.	Give this completed application form and a valid offer of enrolment from another provider to the Principal
for assessment.
iii.	If under 18 years of age, attach written confirmation of the parent/s or legal guardian/s support for the
transfer to the nominated provider. In this case, the valid offer of enrolment must also confirm the new
provider’s acceptance of responsibility for approving the student’s accommodation, support and general
welfare arrangements from the proposed date of the student’s release from The Springfield Anglican
College, in accordance with Standard 5 (Younger overseas students) of the 2018 National Code of Practice
for Providers of Education and Training for Overseas Students.
g.	The Springfield Anglican College will assess the student’s transfer request application and notify the student
of a decision within 10 working days.
h.	If The Springfield Anglican College grants the student’s transfer request, the student will be notified and the
decision will be reported to the Department of Home Affairs via PRISMS.
i.	If The Springfield Anglican College intends to refuse the student’s transfer application request, The Springfield
Anglican College will provide the student with reasons for refusal in writing and include a copy of The
Springfield Anglican College ‘s Complaints and Appeals Policy (available at: www.tsac.qld.edu.au). The student
has the right to access The Springfield Anglican College ‘s complaints and appeals process and has 20 working
days to do this. The student’s transfer request application will only be finalised in PRISMS after one of the
following occurs:
i.	The student confirms in writing they choose not to access The Springfield Anglican College ‘s complaints
and appeals process, or
ii.

The student confirms in writing they withdraw from any appeals process they have commenced, or

iii.	The appeals process is completed and a decision has been made in favour of the student or The
Springfield Anglican College.
j.	Applications to transfer to another registered provider may have visa implications. The student is advised to
contact the Department of Home Affairs office as soon as possible to discuss any implications. The address of
the nearest Office is: [Insert contact details as appropriate. See www.homeaffairs.gov.au/about/contact/officeslocations/australia. Alternatively, students can contact the Department of Home Affairs through their web
enquiry form: www.homeaffairs.gov.au/about/contact/make-enquiry

d. Students under 18 years of age MUST also have:
i.

Written evidence that the student’s parent(s)/legal guardian supports the transfer application

ii.	Written confirmation that the receiving provider will accept responsibility for and communicate with the
student about approving the student’s accommodation, support, and general welfare arrangements from
the proposed date of release where the student is not living with a parent / legal guardian or a suitable
nominated relative
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STUDENT WHO ARE NO LONGER SUBJECT TO THE TRANSFER RESTRICTION
BUT THE SPRINGFIELD ANGLICAN COLLEGE WHERE HOLDS WELFARE
RESPONSIBILITY VIA A CAAW.
k. Students under 18 years of age MUST have:
i.

Written evidence that the student’s parent(s)/legal guardian supports the transfer application

ii.	Written confirmation that the receiving provider will accept responsibility for and communicate with the
student about approving the student’s accommodation, support, and general welfare arrangements from
the proposed date of release where the student is not living with a parent / legal guardian or a suitable
nominated relative
l.

To apply for transfer to another provider, students need to:
i.

Complete an Application for Student Transfer Form available from the Principal

ii.	Give this completed application form and a valid offer of enrolment from another provider to the Principal
for assessment and response within 10 working days
iii.	If under 18 years of age, attach written confirmation of support for the transfer to the nominated provider
by a parent/s or legal guardian/s.
In this case, the valid offer of enrolment must confirm acceptance of responsibility for approving the student’s
accommodation, support and general welfare arrangements from the proposed date of the student’s release
from The Springfield Anglican College in accordance with Standard 5 (Younger overseas students) of the 2018
National Code of Practice for Providers of Education and Training for Overseas Students.
m.	The Springfield Anglican College will negotiate the welfare transfer date with the receiving provider and will
advise the student of the welfare transfer date within 10 working days.
n.	Transfers to another registered provider may have visa implications. The student is advised to contact the
Department of Home Affairs office as soon as possible to discuss any implications. See www.homeaffairs.gov.
au/about/contact/offices-locations/australia. Alternatively, students can contact the Department of Home
Affairs through their web enquiry form: www.homeaffairs.gov.au/about/contact/make-enquiry

Policy Six: Complaints and Appeals Policy
1. Purpose
a.	The purpose of The Springfield Anglican College’s Complaints and Appeals Policy is to provide a student
or parent(s)/legal guardian with the opportunity to access procedures to facilitate the resolution of a
dispute or complaint involving The Springfield Anglican College, or an education agent or third party
engaged by The Springfield Anglican College to deliver a service on behalf of The Springfield
Anglican College.
b.

The internal complaints and appeals processes are conciliatory and non-legal.

2. Complaints Against Other Students
a.	Grievances brought by a student against another student will be dealt with under the school’s Behaviour
Management Policy.
3. Informal Complaints Resolution
a.	In the first instance, The Springfield Anglican College requests there is an attempt to informally resolve
the issue through mediation/informal resolution of the complaint.
b.	Students should contact the teacher in the first instance to attempt mediation/informal resolution
of the complaint.
c.	If the matter cannot be resolved through mediation, the matter will be referred to the Principal
and The Springfield Anglican College’s internal formal complaints and appeals handling procedure
will be followed.
4. Formal Internal Complaints Handling and Appeals Process
a.	The process of this grievance procedure is confidential and any complaints or appeals are a matter
between the parties concerned and those directly involved in the complaints handling process.
b.

The student must notify the school in writing of the nature and details of the complaint or appeal.

c.

Written complaints or appeals are to be lodged with the Principal.

d.	Where the internal complaints and appeals process is being accessed because the student has received
notice by the school that the school intends to report him/her for unsatisfactory course attendance,
unsatisfactory course progress or suspension or cancellation of enrolment, the student has 20 working
days from the date of receipt of notification in which to lodge a written appeal.
e.

Complaints and appeals processes are available to students at no cost.

f.

Each complainant has the opportunity to present his/her case to the Principal/other.

g.	Students and / or the School may be accompanied and assisted by a support person at all
relevant meetings.
h.	The formal internal complaints and appeals process will commence within 10 working days of lodgement
of the complaint or appeal with the Principal and will be finalised as soon as practicable.
	i.	For the duration of the internal complaints and appeals process the student’s enrolment will be
maintained, as required under the National Code of Practice for Providers of Education and Training to
Overseas Students 2018 and the student must continue to attend classes.
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However, if the Principal deems that the student’s health or well-being, or the well-being of others is at risk he/she
may decide to suspend or cancel the student’s enrolment before the complaints and appeals process has been
accessed or fully completed. In such cases, the student may still lodge a complaint or appeal, even if the student
is offshore.
j.	Once the Principal has come to a decision regarding the complaint or appeal, the student will be
informed in writing of the outcome and the reasons for the outcome, and a copy will be retained on the
student’s file.
k.	If the complaints and appeals procedure finds in favour of the student, The Springfield Anglican College
will immediately implement the decision and any corrective and preventative action required, and advise
the student of the outcome.
l.	Where the outcome of a complaint or appeal is not in the student’s favour, the school will advise the
student within 10 working days of concluding the internal review of the student’s right to access the
external appeals process.
However, the school is only obliged to await the outcome of an external appeal if the matter relates to a breach of
course progress or attendance requirements. For all other issues, the school may take action (including making
changes to the student’s enrolment status in PRISMS) in accordance with the outcome of the internal appeal.
5. External Appeals Processes
a.	If the student is dissatisfied with the conduct or result of the internal complaints and appeals procedure,
he/she may contact and / or seek redress through the Overseas Students Ombudsman at no cost. Please
phone 1300 362 072 for more information.
b.	If the student wishes to appeal a decision made by The Springfield Anglican College that relates to being
reported for a breach of course progress or attendance requirement (under Standard 8), the student must
lodge this appeal with the Overseas Student Ombudsman’s office within 10 working days of being notified
of the outcome of his/her internal appeal.
c.

If the student wishes to appeal a decision made by The Springfield Anglican College that relates to:

		

i

Refusal to approve a transfer application (under Standard 7), or

		

ii	Suspension or cancellation of the student’s enrolment (under Standard 9)

		Any choice to lodge an external appeal with the Overseas Student Ombudsman is at the student’s
discretion. The school need not await the outcome of any external appeal lodged, before implementing
the outcome of the internal appeal.
6. Other legal redress
a.	Nothing in the School’s Complaints and Appeals Policy negates the right of an overseas student to pursue
other legal remedies.

Policy Seven: Fees and Refund Policy
1. 	This policy outlines refunds applicable to course fees paid to the College including any course fees
paid to an education agent to be remitted to the school.
2. 	Any service fees a student (or parent(s)/legal guardian if the student is under 18) pays directly to a
third party are not within the scope of this refund policy.
3. The enrolment application fee is non-refundable.
4. Payment of Course Fees and Refunds
a.

Fees are payable according to The Springfield Anglican College Fees Policy and invoice attached.

b.

An itemised list of school fees is provided in the school’s written agreement [as per NC Standard 3.3.4]

c.	All fees must be paid in Australian dollars unless requested otherwise. Refunds will be reimbursed in the
same currency as fees were received.
d.	Refunds will be paid to the person who enters into the written agreement unless the school receives
written advice from the person who enters the written agreement to pay the refund to someone else.
5.	All notification of withdrawal from a course, or applications for refunds, must be made in writing
and submitted to the Principal.
6. Student default because of visa refusal
a.	If a student produces evidence of visa refusal (or provides permission for the school to verify visa refusal
with the Department of Home Affairs) and fails to start a course on, or withdraws from the course on or
before the agreed starting day,
		The school will refund within four weeks of receiving a written claim from the student the total amount of
course fees received by the school before the student’s default day, minus the lesser of:
		

•

5% of the amount of course fees received, or

		

•

AUD 500.

b.	If a student whose visa has been refused withdraws from the course after it has commenced, the school
will retain the amount of tuition fees proportionate to the amount of the course the student has
undertaken and will refund of any unused tuition fees* received by the school with respect to the student
within the period of four weeks after the day of student default.
		 *Calculation of the refund due in this case is prescribed by a legislative instrument (s.10 of Education
Services for Overseas Students (Calculation of Refund) Specification 2014).

7. Definitions
a.

Working Day – any day other than a Saturday, Sunday or public holiday during term time

b.	Student – a student enrolled at The Springfield Anglican College or the parent(s)/legal guardian of a
student where that student is under 18 years of age
c.

Support person – for example, a friend/teacher/relative not involved in the grievance.

A copy of this policy will be provided to the student (or parent(s)/legal guardian if the student is under
18) at a reasonable time prior to a written agreement being signed, and again during orientation or
within 7 days of the commencement of student attendance of the enrolled course.
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7. Student Default

8. Provider Default

	Any amount owing under this section will be paid within four weeks of receiving a written claim from the
student (or parent(s)/legal guardian if the student is under18).

	[Any default by the school must be compliant with the current provisions of the ESOS Act 2000 and the ESOS
regulations 2001 (as amended).]

a.

Non-tuition fees:

		Non-tuition fees will be refunded on a pro rata basis proportional to the amount of time the student was
studying in the course, except where a non-refundable payment on behalf of the student has been made.
b.

Non-commencement with no notification of withdrawal:

		If the student does not provide written notice of withdrawal, and does not start the course on the agreed
starting date 75% tuition fees will be retained from tuition fees received by the school.
c.

Non-Commencement with notification of withdrawal:

		If the school receives written notification of withdrawal by the student (or parent(s)/legal guardian if the
student is under 18) four or more weeks prior to commencement, the school will refund the amount of
tuition fees received less an administration fee of up to $500AUD.
		

d.

i.	If the school receives written notification of withdrawal by the student (or parent(s)/legal guardian if
the student is under 18) less than four weeks prior to commencement of the course, the school will
refund 75% of the tuition fee.
Refunds after commencement of a course:

		

i.	If tuition fees for up to one term have been received in advance: Where the student (or parent(s)/
legal guardian if the student is under 18) notifies the school in writing of withdrawal before
completing the term no tuition fees will be refunded.

		

ii.	If tuition fees for more than one term have been received in advance: If fees for more than one term/
semester have been received in advance, and the school receives written notification of withdrawal
by the student (or parent(s)/legal guardian if the student is under 18), the school will refund the
amount of unused tuition fees less one terms fees, provided that at least 10 weeks written notice
of withdrawal has been received.

			NB: Where less than 10 weeks’ notice of withdrawal is received, the school will refund the amount of
unused tuition fees less two terms’ fees.
e.

Refunds in the event of a provider initiated cancellation of enrolment.

		No refund of tuition fees will be made where a student’s enrolment is cancelled for any of the
following reasons:
		

i.	Failure to maintain satisfactory course progress (visa condition 8202). Please see the College Progress
and Attendance Policy.

		

ii.	Failure to maintain satisfactory attendance (visa condition 8202). Please see the College Progress and
Attendance Policy.

		

iii.	Failure to maintain approved welfare and accommodation arrangements (visa condition 8532).
Please see the College Welfare and Accommodation Policy.

		

iv.	Failure to pay course fees.

		

v.	Any behaviour identified as resulting in enrolment cancellation in the College’s Student Behaviour
Management Policy.

a.	If for any reason the school is unable to offer a course on an agreed starting day for the course, and the
student for some reason cannot be placed or refuses placement in an alternative course arranged by the
school, a full refund of any unused tuition fees* received by the school with respect to the student will be
made within 14 days of the agreed course starting day.
b.	If for any reason the school is unable to continue offering a course after the student commences a course,
and the student for some reason cannot be placed or refuses placement in an alternative course arranged
by the school, a full refund of any unused tuition fees* received by the school with respect to the student
will be made within 14 days of the school’s default day.
c.	In the event that the school is unable to fulfil its obligations of providing an agreeable alternative course
for the student, or a refund, the student will receive assistance from the Australian Government’s Tuition
Protection Service. For information on the TPS, please see:
tps.gov.au/StaticContent/Get/StudentInformation.
		*Calculation of the refund due in this case is prescribed by a legislative instrument (s.7 of Education
Services for Overseas Students (Calculation of Refund) Specification 2014).
www.comlaw.gov.au/Details/F2014L00907.
d.

This written agreement, and the right to make complaints and seek appeals of decisions and action
under various processes, does not affect the rights of the student to take action under the Australian
Consumer Law if the Australian Consumer Law applies.

9. Definitions
	
Non-tuition fees – fees not directly related to provision of the student’s course, including uniform costs,
Overseas Student Health Cover and accommodation.
	
Tuition fees – f ees directly related to the provision of the student’s course, including tuition, provision of
resources, levies and curriculum related excursions
Course fees – t he sum of tuition fees and non-tuition fees received by the College in respect of the student in
order for the student to undertake the course.
	If the student changes visa status (e.g. becomes a temporary or permanent resident) he/she will continue to
pay full overseas student’s fees for the duration of that year.

		Any refund in the case of cancellation of a student’s enrolment for failure to maintain The Springfield
Anglican College’s agreed conditions of enrolment as outlined in the student’s written agreement,
including failure to disclose a pre-existing condition requiring a high degree of specialised support or care,
will be at the discretion of the school.
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Policy Eight: Critical Incident Management Procedure

3. Accountabilities
Critical Response Team
Under the direction of the Principal, the Critical Incident Response Team (CIRT) has direct responsibility for the
implementation of the CIMP.

1. Policy Statement
Policy 8 – Duty of Care

The CIRT will consist of:

2. Procedure Statement

•

Principal

	The Board is committed to implementing an integrated critical incident management response procedure
and plan to ensure the safety of all persons on TSAC facilities and the continuity of its teaching and learning
objectives.

•

Head of Primary

•

Head of Secondary

•

Director of Student Activities

•

Director of Teaching and Learning

•

Chaplain

•

Heads of Clan

•

HR and Compliance Manager

•

Business Manager

S
 PECIAL NOTE: This Policy should be read in conjunction with Policy No. 2 Student Protection in Anglican
Schools Policy and Procedures which deals with matters of harm, sexual abuse or inappropriate behaviour.
The Student Protection Policy and Procedures must be kept at the forefront when considering and
implementing the contents of this policy and associated procedures. In the event that reasonable suspicions
exist that harm, and/or sexual abuse has occurred or is likely to occur, the Student Protection Policy and
Procedures must be followed.
2.1. Scope
		This procedure covers all staff, students, including students from overseas, visitors and homestay providers
who attend any of the organisation’s facilities.
2.2. Principles
		

• 	The College owes a clear duty of care to its staff, students and other stakeholders. The College
recognises that planning for the management of a critical incident is essential.

		

•

		

• 	In the event of a critical incident, the College recognises that appropriate infrastructure and processes
must be put in place to deal with such incidents.

Critical incidents can take many forms and are by their nature unexpected.

	This procedure provides an overarching structure to emergency management planning and response. Its
implementation is affected primarily through two key operation procedures; Emergency Evacuation Procedure
and Emergency Lockdown Procedure.
	The relationship of the Emergency Management Response Plan and the Emergency Evacuation and
Emergency Lockdown Procedures can be understood by the following figure:

The Principal as the Head of the CIRT, is responsible for:
• 	Informing the Chair of the College Board, Chair of the College Council, President of P&F, Anglican Church
Brisbane Diocese of the critical incident
• 	Preparing statement for use with media, staff, parents and students (in consultation with Head of Primary,
Head of Secondary, Director of Student Activities, Director of Teaching and Learning and Chaplain)
•

•	Convening the initial meeting of the Critical Incident Response Team (as a matter of urgency) to consider
implementation of action plan.
Head of Primary, Head of Secondary, Director of Student Activities and Director of Teaching and
Learning are responsible for the logistical and administrative management of the crisis – as it applies to the
engagement of emergency and counselling services, deployment of staff, timetable rescheduling, and as a “hub”/
clearing-station for the carrying out of the Critical Incident Management Plan.
• 	Initiate, then supervise the Critical Incident Management Plan; including contact of appropriate
Emergency Services
•

Critical Incident

Assuming responsibility as spokesperson to the Media for the school community

Determine immediate course of action (in consultation with Principal).

Chaplain

Management Plan

Will give Student Care leadership and direction to the welfare of students, staff and families affected by the crisis.
• 	Liaise with the Head of Primary, Head of Secondary, Director of Student Activities and the Director of
Teaching and Learning

Emergency

Emergency

Evacuation Procedure

Lockdown Procedure

2.3. Affiliated Authorities

• 	Management of Student Care proceedings in a designated “quiet room”, determining staffing needs with
the Student Care Team and request staff from Principal.
Home Group/Form Teacher:
Provides direct support to the students, providing opportunity for one on one discussion where appropriate
and necessary.
Classroom Teachers:

		

•

Child Protection Act 1999 (Qld)

		

•

Anti-Discrimination Act 1991 (Qld)

		

•

Work Health and Safety Act 2011 (Qld)

Will be sensitive to the needs of students and monitor behaviour or reactions to the events that may require
specific attention by the CIRT

		

•

TSAC Policy No. 3 Duty of Care Policy

HR and Compliance Manager:

		

•

TSAC Policy No. 5 Student Welfare Policy

		

•

TSAC Policy No. 12 Workplace Health &Safety Policy

Provides direct support to staff who may need additional support. Maintains relevant personnel records relating to
the response plan and the Human Resource or Industrial Relations impact on staff and the issues for the College.

		

•

College and Campus Specific Emergency Evacuation Procedure

Business Manager:

		

•

College and Campus Specific Emergency Lockdown Procedure

		

•

Critical Incident Management Plan (CIMP)

Is responsible for the financial management of a critical incident, particularly handling all insurance claims.
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4. Definitions
Critical Incident
Is any situation faced by a school community causing its members to experience unusually strong reactions,
which have the potential to interfere with their ability to function either at the time the situation arises or later.

TSAC Ltd
Policy No.3
Duty of Care

Examples of critical incidents include:
•

The accidental death, serious injury or terminal illness of a student, staff member or family member

•

The destruction of part, or the whole of the College

•

Major vandalism

•

The murder of a student, staff member or family member

•

A group of students lost or injured on an excursion

•

Students and/or staff members being taken hostage

•

A natural disaster; e.g. flooding, earthquake, electrical storm damage (local or international)

•

Student or staff suicide

•

A sexual assault

•

Enforced school closure.

The Springfield Anglican
College Critical Incident
Response Team (CIRT)

Secondary
Campus

CIM: Critical Incident Management Policy approved by the Board
CIMP: Critical Incident Management Plan which provides for procedural application of the approved
Critical Incident Management Policy
Emergency

CIRT: Critical Incident Response Team

Evacuation

5. Structural Context
The College has a Critical Incident Response Team (CIRT).
The CIRT is responsible for developing, implementing, monitoring and evaluating College specific emergency
response procedures incorporating detailed procedures for each campus for critical incident response planning
including Emergency Evacuation and Emergency Lockdown.
This hierarchical structure can be represented by the following:
The Policy and Procedure structure can be represented by the following:
The Springfield Anglican
College Critical Incident
Response Team (CIRT)

While the policy outlines the Critical Incident Management Framework, it does not provide a detailed statement
of the preparedness and response arrangements for the College.
Detailed response procedures will be outlined in College’s Critical Incident Management documentation.
6. Application
The effects upon the College community of a traumatic event, whether occurring at the College, or involving
students or staff away from the College community, can be profound, disruptive and long lasting.
The immediate impact may involve shock, particularly to those who witnessed the event, disruption of the
timetable, new responsibilities for staff in supporting children and informing their parents, and communication
difficulties.
After the event there may be continuing need to support and monitor students and staff who have been affected.
The consequence for the College may last for some considerable time following the event.
6.1. General

Critical Incident
Management Plan (CIMP)

Secondary

	This section outlines in general terms the response to an emergency. This includes:
•

The three generally accepted incident levels that determine the nature of the response; and

•

The response in general terms.

	This procedure refers to three levels of emergency incidents that are consistent with Australian and overseas
practices. Response to the three incident types is based on an initial assessment and the response is escalated
as the situation demands.

Campus
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6.2. Level 1 (Low)

Emergency Assessment Checklist

	A local Level 1 Incident is typically one where the emergency situation presents danger, but there is no
immediate threat to areas outside the vicinity of the emergency. This level of incident is characterised by:

The following checklist outlines various assessment and action criteria that can be used by contact officers to
assist them in determining response actions.

•	The likelihood that the incident can be dealt with by on-site College/Campus emergency response
personnel – security/maintenance staff and pastoral care staff
•

Generally, does not require a response from a Public Response Agency (Police, Fire or Ambulance)

•

A possibility of media attention.

6.3. Level 2 (Serious)
	A serious Level 2 Incident is a situation that could be beyond the capabilities of the first response by College
personnel. It may require the services of Public Response Agencies. It is characterised by:
• 	Possible shut down of College/Campus area/s and infrastructure, i.e. classrooms, facilities and power
supplies etc
•

Having an impact outside of College/Campus property

•

Extending for a long time period

•

Likely Media attention.

It is vitally important that once the emergency has been dealt with, all aspects of response and subsequent
actions be fully documented.
Assessment
Verify the report
Assess the scope of the
emergency

Action
Confirm the accuracy of the information provided
Alert the workplace
What is the emergency?
Has the worst already happened? Can the situation get worse?
Where is it – is it close enough to be a threat?
How is the hazard behaving?
Is it getting bigger or smaller? (i.e. fire or gas cloud)

Assess the danger

Is it getting closer or moving away?

6.4. Level 3 (Major)

Is it moving quickly or slowly – is it affected by weather conditions

	A major Level 3 Incident is an even more serious situation with the possibility of developing into a crisis
situation involving fatalities or multiple serious injuries and/or serious acts of violence on a large scale. A major
Level 3 incident will normally activate predetermined responses from key College/Campus personnel and the
Critical Incident Response Team and require the support of public response agencies. It will usually involve one
or more of the following:

(i.e. bushfire, smoke, gas cloud)?

•

Significant media involvement

•

Significant political involvement.

6.5. Generalised Response
	The general approach to an emergency situation essentially involves three stages. The approach is based on
an assessment of both the emergency categorisation and incident level to ensure that the appropriate
response is triggered.
Stage 1.
	The reporting person may contact a public response agency at the outset if there is imminent danger to
property or persons, such as a significant fire or a serious accident resulting in death or serious injury. If the
public response agency is called, it is the first step in a Level 2 serious or Level 3 major emergency response.
The reporting person should also contact the Principal who will then make an assessment of the emergency
and verify or update the information provided by the reporting person.
Stage 2.
	The Contact Officer makes an assessment based on the Emergency Assessment Check list and decides
whether the emergency needs to be dealt with by the Principal. This decision will be based on the need to
advise and involve senior College management.
Stage 3.
	The Incident Controller would then inform the Critical Incident Response Team. If a public response agency
has not already been notified, the incident controller makes the decision as to whether they should now be
involved. If a public response agency requires support from the College/Campus, a command point will be
established to support their operations.

Confirm the report

Notify the appropriate Public Response Agency on 000 (112 on
mobile phone) if appropriate and if it has not already been done
Which areas and access routes cannot be used?

Identify safe areas

Is it best to remain indoors, or leave the building? How far does the
danger area extend?

Move to safe areas if

Seal buildings if remaining indoors. Communicate decisions to

appropriate

departments etc. Implement procedures as appropriate.

6.6. Media Management Plan
	A media management process will be included in the CIMP to ensure clear and accurate flow of information,
particularly in the management of the media.
6.7. Incident Reporting and Recording
	All aspects of the critical incident and the College’s response and follow up will be recorded. Specific
information may be placed in individual student or staff files where appropriate.
6.8. Follow-up and Evaluation
	A review and evaluation of the response to the critical incident will be conducted and the procedures reviewed
by the CIRT with the Principal.
	Changes to the procedures, including updating resources will be made as soon as practicable following the
review and evaluation.
6.9. Confidentiality
All information relating to the critical incident will be treated as CONFIDENTIAL and sensitive information.
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7. International Students
When a critical incident occurs involving an international student, the Principal will be informed of the incident
immediately. He/she will then determine the circumstances of the situation, and confirm if the person/ people
involved in the incident were international students.
The initial task is to:
a) 	Create a clear understanding of the incident – obtain accurate and up-to-date information about what
happened and about the current situation
b) 	Confirm the identity of the people involved and determine if they were international students. Gather
information from sources such as security, police, hospital, and friends
c) 	Obtain detailed student information, e.g. student ID number(s) and local address, next of kin, nationality,
religion, known medical conditions, OSHC provider and sponsor/agent, etc
d)

Make contact with relevant people (the order will be determined by the specific circumstances):

Police, Next of Kin
Ensure that next of kin are informed and updated on the current situation. Let them know The Springfield
Anglican College will arrange or provide support to them. If necessary, interpreter services should be arranged for
those families of a non-English speaking background.
Consulate
In the case of serious accident, illness or death of a student, inform the relevant Consulate and discuss the
allocation of roles and responsibilities.
Accommodation Provider
Keep in contact with the student’s accommodation provider, providing appropriate levels of information, and
ensuring that support and assistance is available from The Springfield Anglican College.
Hospital
If necessary, the contact officer will contact the hospital and the student’s Overseas Student Health Cover to
arrange any agreements or any other relevant matters.
8. Procedure
Administration
• 	In accordance with procedure development and review protocol, this procedure will be recorded as an
approved procedure as of the date shown on the front of this procedure document.
•

The procedure will be reviewed twelve (12) months from the date of the approval shown herein.

• 	Notwithstanding the schedule review, should any circumstance change materially before the twelve (12)
month review period, the policy will be immediately reviewed in order to maintain appropriate accuracy,
relevance and authority.
Critical Incident Response Team (CIRT) Members:
• Principal
• Head of Primary
• Head of Secondary
• Director of Student Activities
• Director of Teaching and Learning
• CHAPLAIN
• Heads of Clan
• HR and Compliance Manager
• Business Manager

Policy Nine: Behaviour Management Procedure
(International Student Program)
1. Policy Statement
Board Policy No. 8 – Student Management
2. Procedure Statement
	The Board is committed to establishing safe school environments founded on the Christian ethics and values.
This procedure and affiliated guidelines are designed to ensure the respectful treatment of every student in
the care of the Colleges or Staff members
	
SPECIAL NOTE: This Policy should be read in conjunction with Policy No. 2 Student Protection in Anglican
Schools Policy and Procedures which deals with matters of harm, sexual abuse or inappropriate behaviour.
The Student Protection Policy and procedures must be kept at the forefront when considering and
implementing the contents of this policy and associated Procedures. In the event that reasonable suspicions
that harm exists, and/or sexual abuse has occurred or is likely to occur, the Student Protection Policy and
Procedures must be followed.
	This procedure applies to staff and students and builds on the Colleges’ pastoral care procedure to provide
clear and agreed procedures and strategies for combating inappropriate behaviour in the College, responding
to inappropriate behaviour and protecting and supporting all parties involved.
2.1 Scope

This Procedure applies to all staff and students of The Springfield Anglican College.

3. Principles
	Student behaviour and the procedures that have been developed to address behaviour management issues
are placed within a values paradigm that emphasises:
		

•

FAITH Loving God and our neighbours as ourselves

		

•

HOPE Fostering a positive, safe, optimistic and empowering environment

		

•

LOVE Demonstrating cooperation, encouragement and compassion

		

•

COURAGE Developing resilience, effort and determination to succeed

		

•

COMMUNITY Respect, tolerance and working in service to others

		

•

JUSTICE Inclusively, equity, diversity and care for the environment.

	When dealing with issues of student behaviour, staff members are encouraged to remember and uphold the
dignity of the student. Through this action, self-esteem is developed, and the individual is empowered to make
suitable choices that affect his or her future actions.
	Staff members play an integral part in this process by modelling and nurturing appropriate relationships.
These relationships should exemplify Gospel Values that express a sense of belonging, forgiveness,
inclusiveness and tolerance. Forgiveness and restoration of relationships is the ultimate expression and aim of
this procedure.
3.1

Affiliated Authorities

		

3.1.1 Policy No. 2 Student Protection in Anglican Schools Policy and Procedures

		

3.1.2 TSAC Student Anti-Bullying Procedure No. 5.3

4. Accountabilities

		

		

•

The Board

		

•

Heads of Department

		

•

The College Council Principal

		

•

Heads of Clan

		

•

Head of Secondary

		

•

International Student Coordinator

		

•

Director of Teaching and Learning

		

•

Teaching Staff

		

• 	Director of Student Activities / or Senior
Staff in charge of Pastoral Care

		

•

Students
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5. Procedure
	This sets out the detailed steps required to meet the procedure and guideline objective.
5.1

Dealing with Classroom Behaviour Management Issues

		It is important to have in place a ‘plan’ for classroom behaviour management. A plan is a consistent
approach through prevention, strategy and support to minimise unnecessary disruption. Plans allow
teachers to take appropriate ‘short’ and ‘long term’ measures to correct disruptive behaviour patterns.
Procedures for Secondary Staff
	Classroom teacher deals with behaviour management issues using the appropriate behaviour
management strategies:
		

• 	If need be a student should be isolated within the classroom. If available, use an aide to monitor the
students’ behaviour.

		

• 	If further intervention is required, the student is sent to the classroom of a buddy teacher. Buddy
teachers should be in close proximity to the teacher’s classroom. The student is required to continue
with class work. At the end of the lesson the class teacher should follow up with student. The teacher
is responsible for recording this on the student data system and notifying the parents.

Policy Ten: Statement Regarding Course Credit
Ref: NC DSt2 St 2.1.a ; NC DSt12

The Springfield Anglican College will assess all applications for course credit for students enrolling in Senior
Secondary Studies.
The student may receive course credit for units completed based on evidence provided of studies undertaken
under the relevant state or territory curriculum assessment authority or nationally accredited framework.
The Springfield Anglican College assesses and records course credit, according to requirements of the
Queensland Curriculum and Assessment Authority (QCAA).
The Director of Teaching and Learning is responsible for reviewing, documenting and updating student records
relating to student applications for course credit:

		

•	If the student persists with unacceptable behaviour, the Head of Department is to intervene. Various
consequences should be put in place and parents of the students are to be contacted.

		

• 	The Head of Department is responsible for recording this on the student data system and notifying
the parents. The Head of Clan should be consulted about other issues that may be affecting the
student at the time.

Director of Teaching

• 	If the student continues with unacceptable behaviour the Head of Teaching and Learning should be
notified, and various strategies will be used.

Director of Teaching

		

Repeat Incidents
		

• 	If the behaviour continues the student’s enrolment will be reviewed by the Principal.

5.2 Dealing with Playground Behaviour Management Issues
Procedures for Secondary Staff
		

• 	The playground staff member is responsible for preventing or dealing with inappropriate student
behaviour and the correct wearing of uniform. This behaviour may be observed or reported by
another student or staff member on duty.

		

• 	Intervention strategies are applied, including settling displays of social agitation, breaking up
conflicts and directing students away from out of bounds or trouble areas and reminding students
of uniform guidelines.

		

Staff Member

and Learning
and Learning

Action
Assessment of student enrolment application to decide course credit due.
Verification of evidence provided.
Provision of record of course credit granted to student and

Director of Teaching

placement of signed copy, i.e., acceptance by student, on student file

and Learning

to be retained for two years after student ceases to be a student of
the school.

This information is provided to students prior to enrolment in the following ways:
•

Enrolment Information Package

•

College website

•

Email

• 	If a student fails to respond to intervention, or repeatedly display the same behaviour they are issued
with infringement notices. If required, the staff member will telephone or send a student to get a
senior staff member.

The Principal is responsible for reviewing and updating the College’s policy and statement about course credit.

		

• 	Class teachers will be informed that a student has been escorted to the Head of Secondary for an
interview. An incident report form will be completed by the staff member.

Information in this section should be checked and updated if there is a demand for course credit demonstrated
in student applications and in response to any relevant changes in legislation.

		

• 	Appropriate discipline action will be applied and recorded on the student data system.

		

• 	Where inappropriate action has resulted in harm or injury a report is made to the Principal and
appropriate consequences are issued and/or an interview with the student and parents is organised.

6. 	Procedure Administration
	In accordance with procedure development and review protocol this procedure will be recorded as an
authorised procedure approved by the Principal, at its meeting of the date shown on the front of this
procedure document.
The procedure will be reviewed twelve months from the date of the approval shown herein.
	Notwithstanding the scheduled review, should any circumstance change materially before the 12-month
review period, the procedure will be immediately reviewed in order to maintain appropriate accuracy,
relevance and authority.
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Other Information

Orientation

STUDENT VISAS

During your orientation you will meet KEY PEOPLE and learn THINGS YOU NEED TO KNOW about your school,
your community, keeping safe and living and learning in a new environment

For information about your student visa and visa conditions, see:
•	
https://www.homeaffairs.gov.au/trav/visa-1/500-

The best way to learn things you need to know is to ask questions.

•	
https://www.homeaffairs.gov.au/trav/stud/more/visa-conditions/visa-conditions-students
If you are under 18 years of age, you must maintain the welfare arrangements approved for you by the
Department of Home Affairs. For information on this, see:
•	
https://www.homeaffairs.gov.au/trav/stud/more/welfare-arrangements-under18

OVERSEAS STUDENTS HEALTH COVER (OSHC)

Where

•	
It is a visa condition to have OSHC for the full duration of your student visa. For more information, see:
	
https://www.homeaffairs.gov.au/trav/visa-1/500-?modal=/visas/supporting/Pages/500/Overseas-Student-HealthCover.aspx

What

WORKING IN AUSTRALIA
For information about working in Australia with a student visa, see:
•	
https://www.fairwork.gov.au/
https://www.fairwork.gov.au/find-help-for/visa-holders-and-migrants
•	
•	
https://www.fairwork.gov.au/about-us/our-role/corporate/open-letter-to-international-students
•	
https://www.homeaffairs.gov.au/Trav/Stud/More/Work-conditions-for-Student-visa-holders

Why

When
How

Who

Other Forms
Various forms are available to students for varying situations. These include:
•

Change of Contact Details Form

•

Change of Subject Form

•

Holiday Request Form

•

Activity Permission Form

•

Student Request to Transfer Form

Please contact the International Student Coordinator to obtain any of these forms

There are a lot of people who can help you.
Don’t be afraid to ask questions!
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Notes

New Student Orientation Checklist
This checklist has been prepared to help in the orientation of all new students in accordance with Standard 6 of
the National Code 2018. The International Student Coordinator will ensure the Orientation has been delivered via
themselves or a nominated staff member in their absence.

DOCUMENTS TO BE PROVIDED TO THE STUDENT:
Student Handbook
College Diary
Student Timetable
College Bus Info (if applicable)
Extra-Curricular Booklet
Policy Handbook Location
Fee Information/Cost of living
I ____________________________________________________________________ have received the above information.
Student signature: ______________________________________________________ Date: _________________________

ORIENTATION MEETING
The International Student Coordinator or their delegate will meet with the students one on one or in a group to
explain and conduct the following:
Tour of College facilities
Uniform fitting
ID Card information
Attendance
Course progress and assessment
College rules
Use of College buses (tickets and safety)
Grievance policy
Emergency Procedures
Introduction to Key Staff Members including:
Head of Clan							

Principal

Form Teacher							

Student Care Leadership Team

Director of Teaching and Learning				

Director of Co-Curricular

International Student Coordinator
Head of Secondary
The above has been explained to me and I understood.
Student signature: ______________________________________________________ Date: _________________________
Orientation staff member: ________________________________________ Signature:_____________________________
At the completion of the Orientation, you will be taken to your classroom, introduced to your teacher and a
student buddy will be assigned.
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