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Our School

VISION
Our vision is for our students to have the capacity to engage productively with our changing 
world, enabling them to shape a better future locally and globally.

MISSION
Our school will provide enriching, diverse educational and extra-curricular programs which 
will support our students to reach their full potential enabling them to contribute to their 
communities in meaningful and positive ways.

VALUES
Respect  Acting with integrity
Diversity  Valuing our differences
Excellence  Fulfilling our potential

PRIORITIES
Literacy Numeracy
SACE Achievement
IBMYP and Australian Curriculum Achievement

GRADUATE QUALITIES
INTERNATIONAL BACCALAUREATE (IB) LEARNER PROFILE
IB Learners are:
Enquirers
Knowledgeable
Thinkers
Communicators
Principled
Open Minded
Caring
Risk takers
Balanced
Reflective

THE AUSTRALIAN CURRICULUM
There are seven general capabilities:
Literacy
Numeracy
Information and Communication Technology 
  (ICT) Capability
Critical and Creative Thinking
Personal and Social Capability
Ethical Understanding
Intercultural Understanding

Our School
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Principal’s Message  
Toni Carellas

We warmly welcome all new staff to 
Roma Mitchell Secondary College.
The purpose of this staff handbook is to provide you 
with information about our school, school policies and 
procedures.

Name
The name of our school honours Dame Roma 
Mitchell, South Australia’s first female Governor. 
Dame Roma was a distinguished lawyer and a state 
Supreme Court Judge, the first woman appointed in 
the Commonwealth to such a position.

Logo
Our school logo represents the vision for our school 
community in the hope that our rich educational 
experience will enable our students to go out into 
the world on wings of confidence. An open book 
representing knowledge and education is at the 
centre in the shape of a strong shield. The student 
embraces the book, arms outstretched in positivity. 
These elements are then embraced by stylised 
wreaths, awarded for excellence right throughout 
history.

Background
Our school first opened in 2011 as Roma Mitchell 
Secondary College on four separate temporary sites 
and in term 3 the new school commenced operations 
as a multi campus secondary school on the new site 
at Gepps Cross.

Our school is purpose-built to engage students in 
21st Century learning with flexible learning spaces 
and technology rich environments across three 
campuses: Girls’ Education only, Co-Educational, and 
Special Education which are co located on the one 
school site.

As a large school we are able to provide a broad 
curriculum as well as provide smaller learning 
communities, which are safe and supportive, as 
middle and senior schools within each campus.

Curriculum
Our school has been approved as a Candidate 
School for delivering the IB Diploma Program. This 
means we can now work closely with our assisgned 
IB consultant to commence planning the authorisation 
process. We are working towards commencing the IB 
Diploma with our year 11 students in 2021. Year 11 
and 12 students will be able to choose to study the 
IB Diploma and/or the SACE.

The Roma Mitchell Secondary College is authorised 
to offer the IB MYP for all year 8 to 10 students in 
our Girls’ Education and Co-Educational Campuses. 
This is a rigorous academic middle school curriculum 
framework which is being used in a growing number 
of public and private schools in South Australia, 
Australia and internationally. We use the Australian 
curriculum materials to develop our teaching and 
learning programs.

As a large secondary school we are able to offer a 
broad range of academic and vocational subjects so 
that each student can choose the university, TAFE, 
or Vocational Education and Training pathway which 
Language & Literature Mathematics, Science Physical 
& Health Education.

In addition to studying eight areas of study, students 
are required to complete a Personal Project. The 
Personal Project is a compulsory part of the IB MYP 
Certificate. Students will demonstrate skills, attitudes 
and knowledge required to complete a project over 
an extended period of time. The project aims to 
develop communication and self- management skills.

The IB MYP also requires students to participate 
in Service as Action in each year of the program. 
Students may choose to participate in action that 
benefits their community through opportunities 
presented in the taught cur-riculum or they may 
choose to find their own Service opportunities outside 
the school. Students will choose their own service 
engagement and plan, conduct and reflect on it. 
Students participation in Service is compulsory in 
years 8, 9 and 10 however it does not form part of 
their summative grades.
For more information about the MYP visit the website 
http://www.ibo.org/Programs/middle-years-
Program/contact Noel Hernes, Assistant Principal IB 
MYP, Gifted & Talented and International Programs.
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Curriculum Handbook
A curriculum Handbook has been developed which 
includes details of the curriculum offerings. Students 
have been using the handbook to select their 2020 
subjects.

To see a copy of the curriculum handbook you 
can visit the Roma Mitchell Secondary College 
website at http://rmsc.sa.edu.au/wp-content/
uploads/2019/08/RMSC-CURRICULUM-
HANDBOOK-2020.pdf

Campuses
Roma Mitchell Secondary College consists of the 
following:

Co-Education Campus Years 8 to 12
Girls’ Education Campus Years 8 to 12
Special Education Campus Years 8 to 12

Unique to this school is our Girls’ Education Campus 
which focuses on promoting leadership, academic 
excellence and equity within an all girls’ learning 
environment.

Our Special Education Campus and special classes 
offer a broad inclusive curriculum that is reflective of 
individual students’ needs.

ICT Program
Every staff member has been issued with a MacBook 
Laptop and students have been issued with a Mac 
Book laptop or an iPad and our school will continue 
to grow and develop new innovative ways to use our 
contemporary facilities and the technologies provided 
to ensure our students are always engaged in current 
21st Century learning.

We are dedicated to working closely in partnership 
with our students and their families so that together 
we can successfully meet the learning needs of 
each student. Staff are encouraged and supported to 
development a working relationship with each of their 
student's families.

I look forward to working with you this year.

Toni Carellas
Principal

RMSC Staff Handbook 2020
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Site Improvement Plan
2019 to 2021 Overview
To view full plan see http://rmsc.sa.edu.au/wp-content/uploads/2020/01/Final-SIP.pdf
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Organisation & Communication

As Roma Mitchell Secondary College is a very complex and busy place, As Roma Mitchell Secondary College is a very complex and busy place, 
we need clear communication protocols to ensure the exchange of clear we need clear communication protocols to ensure the exchange of clear 

and efficient information across the school community. and efficient information across the school community. 
The following information highlights our cultural communication protocols The following information highlights our cultural communication protocols 
and related staff expectations to ensure all community members receive and related staff expectations to ensure all community members receive 

information that is timely, detailed and accurate.information that is timely, detailed and accurate.
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ORGANISATIONAL CHART

PRINCIPAL A9
Toni Carellas

Deputy Principal B6
Lorraine Securo

GIRLS’ EDUCATION 
CAMPUS

CO-EDUCATION 
CAMPUS SENIOR 

YEARS

CO-EDUCATION 
CAMPUS MIDDLE 

YEARS

SPECIAL EDUCATION 
CAMPUS

Head of Girls’ B4 
Education Campus

Y9 Leader
Stamatia Overell

Head of Senior School 
(Co-Ed) B5  

Year 11 Support Pepe 
Bouzalas

Head of Middle 
School (Co-Ed) B5  

Year 9 Support 
Hamish McDonald

Head of Special 
Campus B5

 Lynley Johnston

Deputy Principal B6
Year 12 Leader
Lorraine Securo

Assistant Principal B3 
The Arts, Design & 

Technology  
Year 12 Leader

TBA

Assistant Principal B3 
English, EALD, LOTE & 

Humanities  
Year 11 Leader  
Rachel McLaine 

Assistant Principal 
B3 Special Education  

Alison Pazios

Assistant Principal B3
Health, PE & Sport
Year 10 Leader
Theo Tsounis

Assistant Principal B3 
Digital Technology  & 
Data Management 
Year 12 Leader 

Hung Doan

Assistant Principal B3 
STEM & Numeracy  

Year 8  Leader  
Louise Mather

Coordinator B1 Senior 
Years Curriculum and 

Communication 
Aimee Schook

Assistant Principal B3 
FLO & SACE  

Year 11 Leader  
Helen Nielsen

Assistant Principal B3 
Gifted & Talented, IB & 
International Programs 

Year 10 Leader  
Noel Hernes

Coordinator B1  
Co-Ed Counsellor 
Year 9 Support  
Cathryn Pearce

Coordinator B1 
Middle Years Literacy  

Rebecca Hill

Assistant Principal B3 
Timetabling, HR & 

International Programs 
Year 8 Leader  
Sean Venning

Coordinator B1  HR 
& Daily Management 

Year 10 Support 
Debbie Hall

Coordinator B1  
Co-Ed Counsellor 
Year 8  Support   
Russell McClean 

**Coordinator B1 
Learning Support 
Regional Special 

Classes 
Sampor Long

Teacher Leader Year 
11/12 Support 

Kelly Harris

Coordinator B1 EALD  
Year 8 Support 
Sotithya Gardner

Coordinator B1 
Aboriginal Education 

Year 11 Support 
David King

*HAT Leader
Numeracy Coach 
Amanda Pedder

Coordinator B1 Year 
Level Manager 

Year 9 Support Natalie 
Tragos

*Teacher Leader 
Personal Project

Coordinator 
Antonia Mastropasqua

HAT Leader 
Literacy Coach 
Jackie Hiscock

Coordinator B1
Year level Manager 

Year 9 Support Jamie 
Annesse

*Teacher Leader 
Sport Coordinator

Scott Nagel

*Teacher Leader
House Coordinator 
Melanie Hawksley

Organisation & Communication Organisational Chart 
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*Teacher Leader 
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Organisation & Communication Leadership Responsibilities
STAFF MEMBER RESPONSIBILITIES
TONI CARELLAS
Principal

Leads and is accountable for -
• Teaching and Learning
• Management of the school
• Improvement, innovation and change
• Engaging and working with the community
• Staff capacity building
• Performance development and accountability
• Curriculum
• Assessment
Is a member of the Executive Leadership and Leadership teams

LORRAINE SECURO
Deputy Principal
Girls’ Education Campus Y12

Provides Leadership for -
• Curriculum planning and implementation
• Enrolments
• Policy development and quality assurance procedures
• Assessment and reporting
• Timetabling and HR resource systems
• Performance and development
• Aboriginal Education
• Promotions
Is a member of the Executive Leadership and Leadership teams
Deputises for the Principal in her absence

STAMATIA OVERELL
Head of Girl’s Education Campus 
Girls’ Education Campus Y9
Student Wellbeing & Engagement

Provide leadership of the Girls’ Education Campus -
• Leading and implementing policies and practices to ensure 

smoothoperations
• Managing resources and student matters
• Policy development and quality assurance procedures for girls
Leads and is accountable for -
• Prefects
• Development of curriculum content and pedagogy in girls’ education.
• Student transitions into the Girls’ Campus
• Student transitions to post College pathways such as further education 

ortraining.
• Case management for students at risk
• Child Protection Curriculum
• Pastoral Care
• Implementation of Student Well Being Framework
• Whole school Student Services team and support services
Is a member of the Executive Leadership and Leadership teams

HAMISH MCDONALD
Head of Co-Education Middle 
Years Campus
Co-Education Y9
Student Wellbeing & Engagement

Provides Leadership of the Co-Education Middle Years Campus in 
collaboration with Head of Co-Education Senior Years Campus -
• Leading and implementing policies and practices to ensure 

smoothoperations
• Managing resources and student matters
• Policy development and quality assurance procedures
Leads and is accountable for -
• Development of curriculum content and pedagogy in boys’ education.
• Student transitions into the CO ED Middle School Campus
• Whole of school Student Leadership programs
• Case management for students at risk
• Child Protection Curriculum
• Pastoral Care
Oversees
• International Baccalaureate Middle Years Program (IB MYP)
• Personal Project
• Service to Action
• Australian Curriculum for middle years students.
Is a member of the Executive Leadership and Leadership teams.
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Organisation & Communication Leadership Responsibilities

STAFF MEMBER RESPONSIBILITIES
PEPE BOUZALAS
Head of Co-Education Senior 
Years Campus
Co-Education Y12
Student Wellbeing & Engagement

Provide Leadership of the Co-Education Senior Years Campus in 
collaboration with Head of Co-Education Middle Years Campus -
• Leading and implementing policies and practices to ensure 

smoothoperations
• Managing resources and student matters
• Policy development and quality assurance procedures
Provide leadership of Senior Years Curriculum -
• Australian Curriculum
• SACE
• VET for senior years students.
• Flexible Learning Options (FLO)
• alternative programs
• mentoring and tutoring
• case management for students at risk of completing their SACE.
Leads and is accountable for:
• Prefects
• Student transitions into the Co-Education Senior School Campus
• Child Protection Curriculum
• Pastoral Care
• Whole of school Student Leadership programmes
• Lead the post-College transition program
Is a member of the Executive Leadership and Leadership teams

LYNLEY JOHNSTON
Head of Special Campus

Special Education

Provide Leadership of the Special Education Campus -
• Leading and implementing policies and practices to ensure smooth
• operations
• Managing resources and student matters
• Policy development and quality assurance procedures
Provide leadership for:
• Special Education across all three campuses
• Development of curriculum content & pedagogy in special education.
• Regional special classes
• Case management for students at risk and/or on flexible learning
• programs.
• Student transitions into the Special Education Campus and Regional
• Special Classes
Is a member of the Executive Leadership and Leadership teams

RACHAEL WIELAND
Business Manager
Building 1

• Manage the financial operations of the school by ensuring that 
financial planning and actual performance of the school 

• Implementing internal control procedures for the school financial and 
management systems

• Overseeing budget development across the school including 
coordinating the planning and development of the whole Site 
Budget.

• Developing innovative financial and administrative policies and 
procedures, techniques within the school to achieve a more efficient 
use of resources, including conducting regular reviews to ensure 
‘best practice’

• Plan, develop and manage functional support areas of the school 
by coordinating  and controlling the facilities, assets and physical 
resources in a complex school environment as required under the 
contract

• Provide leadership in the planning, policy, business and decision 
making processes of the school by providing a high level advisory 
service to the Principal, Executive Leadership Team, School Council 
and other senior staff on administrative, financial, human resources 
and physical resource matters.

• Overseeing budget development across the school including 
coordinating the planning and development of the whole Site Budget

Is a member of the Executive Leadership and Leadership teams

RMSC Staff Handbook 2020

Leadership Responsibilities
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Student transitions into the Co-Education Senior School Campus

Whole of school Student Leadership programmes
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• Provide leadership in the planning, policy, business and decision 



12 RMSC Staff Handbook 2020

STAFF MEMBER RESPONSIBILITIES
RACHEL MCLAINE
Assistant Principal English, ESL, 
LOTE andHumanities
Co-Education, Year 11

Leads and is accountable for:
• Development and implementation of curriculum in the learning areas 

of English, English as an Additional Language or Dialect (EALD), 
Humanities and Languages.

• Implementation of the whole of College Literacy priority. 
• The whole of school Literacy priority.
Provides direct performance and development support for the staff 
working in the learning areas of English, EALD, Humanities, Languages 
and Literacy.
• Is a member of the Roma Mitchell Secondary College Leadership 

Team.
• Oversees Year 11, Co Ed Campus

HELEN NIELSEN
Assistant Principal FLO and SACE
Girls’ Campus, Year 11

Leads and is accountable for:
• Flexibly delivered programming, including off campus programmes for 

students at risk. 
• The SACE
• SACE Board requirements
• Australian Curriculum in the Senior School
• VET programmes
SACE Cross Disciplinary and Community Studies Learning areas.
Provides direct performance and development support for staff
Is a member of the Roma Mitchell Secondary College Leadership Team 
Oversees Year 11, Girls’ Campus

NOEL HERNES
Assistant Principal Gifted and 
Talented, IB and International 
Programs
CO ED , Year 10

Leads and is accountable for:
• The International Baccalaureate Middle Years Program (IB MYP). 
• the Gifted and Talented programs
• international programs
• IB Diploma program.  
Provides direct performance and development support for Year Level 
Leaders and Managers, teachers involved in the delivery of the IB MYP, 
Gifted & Talented and International Programs.
Is a member of the Roma Mitchell Secondary College Leadership Team
Oversees Year 10, Co Ed Campus

Organisation & Communication Leadership Responsibilities
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STAFF MEMBER RESPONSIBILITIES
THEO TSIOUNIS
Assistant Principal, Health, PE, 
Specialist Sport
Girls’ Campus Year 10

Leads and is accountable for:
• Health and Physical Education, 
• Specialist Sport
• The South Australian Aboriginal Sports Training Academy (SAASTA)
• The College House system
Provides direct performance and development support for the Sports 
Coordinators, Year Level Managers and staff working in the learning 
areas of Health and Physical Education, Specialist Sport, SAASTA 
program.

Is a member of the Roma Mitchell Secondary College Leadership Team.

Works with outside agencies and sports associations to support the 
provision of Health and Physical Education, Specialist Sport, Sport and 
SAASTA programs.

Oversees Year 10, Girls’ Campus

HUNG DOAN
Assistant Principal Digital 
Technology, Assessment and Data 
Management and Reporting
CO ED , Year 12

Leads and is accountable for:
• Learning Technologies, Data Management and Reporting.
• Census
• Development and implementation of curriculum in the learning area 

of Digital Technologies.
• The College’s virtual learning environment
• Data systems and processes
• Student reporting system
• Learner management system
• LearnLink
• EDSAS
• The College website
Provides direct performance and development support for staff

Is a member of Roma Mitchell Secondary College Leadership Team 

Oversees Year 12, Co Ed Campus

ALISON PAZIOS
Assistant Principal Special 
Education
Special Campus
Special Education

Leads and is accountable for:
• Provide leadership of numeracy and middle years’ curriculum in the 

Special Education Campus.
• Implementation of the Australian Curriculum and International 

Baccalaureate Middle Years Program (IB MYP) for students with 
disabilities. 

• Student transitions into the Special Education Campus
• Student transitions to post College pathways
• Collection of student disability data
• Resource Funding applications
Provides direct performance and development support for staff
Is a member of the Roma Mitchell Secondary College Leadership Team.

Organisation & Communication Leadership Responsibilities
RMSC Staff Handbook 2020

The South Australian Aboriginal Sports Training Academy (SAASTA)

Provides direct performance and development support for the Sports 
Coordinators, Year Level Managers and staff working in the learning 
areas of Health and Physical Education, Specialist Sport, SAASTA 

Is a member of the Roma Mitchell Secondary College Leadership Team.

Works with outside agencies and sports associations to support the 
provision of Health and Physical Education, Specialist Sport, Sport and 

Learning Technologies, Data Management and Reporting.

Development and implementation of curriculum in the learning area 

The College’s virtual learning environment

Provides direct performance and development support for staff

Is a member of Roma Mitchell Secondary College Leadership Team 

Oversees Year 12, Co Ed Campus

Leads and is accountable for:
Provide leadership of numeracy and middle years’ curriculum in the 
Special Education Campus.
Implementation of the Australian Curriculum and International 
Baccalaureate Middle Years Program (IB MYP) for students with 
disabilities. 
Student transitions into the Special Education Campus

• Student transitions to post College pathways
• Collection of student disability data
• Resource Funding applications
Provides direct performance and development support for staff
Is a member of the Roma Mitchell Secondary College Leadership Team.

Leadership Responsibilities
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STAFF MEMBER RESPONSIBILITIES
LOUISE MATHER
Assistant Principal STEM and 
Numeracy
CO ED , Year 8

Leads and is accountable for:
• The college’s STEM focus 
• The college’s Mathematics Specialisation. 
• The whole of College Numeracy priority. 
• Development and implementation of curriculum in the learning areas 

of Science and Mathematics

Provides direct performance and development support for the staff 
working in the learning areas of Science and Mathematics.

Is a member of the Roma Mitchell Secondary College Leadership Team

Oversees Year 8, Co Ed Campus

SEAN VENNING
Assistant Principal Timetabling, 
Human Resources and
International Programs
Girls’ Education Campus, Year 9

Leads and is accountable for:
• Human Resource Management
• Data Management
• Timetabling
• Induction of new staff and volunteers
• Student Teacher programs
• International programs
• International exchange
• Sister school program
Supports:
• The implementation of the College’s reporting system
• The College’s International Programmes.
• Performance and Development programmes 
• Census
Provides direct performance and development to other leaders, teachers.

Is a member of Roma Mitchell Secondary College Leadership Team.

Oversees Year 9, Girls’ Campus

DAVID KING
Co-ordinator Aboriginal Education
CO ED , Year11

Leads and is accountable for:
• The Aboriginal and Torres Strait Islander (ATSI) Education Team.
• The organisation of the transition programs for ATSI students.
• Development and implementation of pedagogies for improving literacy 

and numeracy and curriculum achievement for ATSI learners
• The Australian Cross curriculum priority of ATSI histories and culture
• Community based initiatives to improve attendance, achievement and 

retention of ATSI students
• Case management for ATSI students at risk of completing their SACE.
Ensures all ATSI students have an Individual Learning Plan. 

Provides direct performance and development support for Aboriginal 
Education Teachers, Aboriginal Student Mentors and Tutors.

Is a member of Roma Mitchell Secondary College Leadership Team.

Supports Year 11, Co Ed Campus

Organisation & Communication Leadership Responsibilities
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STAFF MEMBER RESPONSIBILITIES
SOTITHYA GARDNER
Coordinator, English as an 
Additional Language or Dialect 
(EALD)

Co Ed, Year 8

Provide leadership in the development and implementation of an 
effective transition program for EALD students into the school’s Intensive 
Secondary English Class (ISEC) and mainstream classes.

Participate in the school’s quality accountability and improvement 
program though the collection and analysis of EALD scales, that inform 
teaching practices, identifies students requiring additional support and 
measures EALD literacy improvement.

Provide leadership in the general operation and management of 
resources and student matters, including behaviour management of 
students within a year level. 

Provides direct performance and development support for staff

Is a member of the Roma Mitchell Secondary College Leadership Team

Supports Year 8 Co Ed Campus

DEBBIE HALL
Coordinator, Human Resource and 
Data Management 

Co Ed, Year 8

Provide leadership to the learning areas of Design & Technology and the
Creative Arts.
• Provide leadership in the management of the instrumental music
• program.
• Provides direct performance and development support for
• the staff working in the learning areas of Design & Technology and 

the
• Creative Arts.
• Is a member of the Roma Mitchell Secondary College Leadership 

Team.
• Oversees Year 12, Co-Education Campus
• Provide leadership in a community based visual and performing Arts 

co-curricular programs.
• Works in collaboration with the STEM leaders to incorporate Creative 

Arts within STE (A)M teaching and learning programs and co 
curricular

SAMPOR LONG
Sampor Long
Co-ordinator Learning Support
Regional Special Classes
Special Education

Leads and is accountable for:
• Numeracy and literacy intervention programmes for mainstream 

students with a Negotiated Education Plan (NEP), students with a 
learning difficulty and students within the special classes.

• The development and implementation of an effective transition 
program.

• Development of NEP for all students with a disability within 
mainstream and special education classes

• Provision of differentiation for curriculum, assessment and reporting 
for students with a NEP and students with a learning difficulty

Provides direct performance and development support for support staff 
and a small team of teaching staff.

Is a member of the Roma Mitchell Secondary College Leadership Team.

Oversees Regional Special Classes, Co Ed & Girls’ Campuses

Organisation & Communication Leadership Responsibilities
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STAFF MEMBER RESPONSIBILITIES
AIMEE SCHOOK
Co-ordinator, Special Education 
Senior Years Curriculum, Modified 
SACE and Communication 
Technologies 

Special Campus

Leads and is accountable for:
• The development of communication and literacy programs for 

students with disabilities within the context of the Australian 
Curriculum, the International Baccalaureate Middle Years Program (IB 
MYP), modified SACE and VET. 

• the delivery of curriculum using learning technologies to enrich face-
to-face teaching.

• the College community in the planning and implementation of 
Augmentative Alternative Communication modes to enable students 
with disabilities to achieve improved learning outcomes.

Assist in the general operation and management of resources and 
student matters in the Special Education Campus, Library and Special 
Classes.

Provides direct performance and development support for support staff 
and a small team of teaching staff.

Is a member of the Roma Mitchell Secondary College Leadership Team.

REBECCA HILL
Coordinator, Special Education 
Middle Years Curriculum, 
Numeracy and Literacy

Special Campus

Leads and is accountable for:
• the development of numeracy and senior years curriculum content, 

structure and methodology in the Special Education Campus.
• the implementation of the Modified SACE, Australian Curriculum 

and International Baccalaureate Middle Years Program (IB MYP) for 
students with disabilities. 

• Numeracy in the Special Campus

Provides direct performance and development support for support staff 
and a small team of teaching staff.

Is a member of the Roma Mitchell Secondary College Leadership Team.

Work with the feeder School leaders and teachers in enhancing the 
transition processes.

CATHRYN PEARCE
Co-ordinator Student Counsellor 
(Girls’ Campus)

Co-Ed Campus, Year 9
Student Wellbeing & Engagement

Provide a relevant and responsive counselling service to students, and in 
particular female students.
Initiate and lead preventative and proactive programs that develop student 
wellbeing, self-esteem, resiliency and foster optimism and positive 
relationship for girls.
Provide leadership of the student transition, enrolment, leaving, course 
counselling processes.
Is a member of Roma Mitchell Secondary College Leadership Team.
Supports Year 8, Co-ed Campus
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STAFF MEMBER RESPONSIBILITIES
RUSSEL MCLEAN
Co-ordinator Student Counsellor 
(Co-Ed Campus)
Co Ed, Year 8

Provide a relevant and responsive personal and career counselling 
service to students, and in particular male students.

Initiate and implement preventative and proactive programs that develop 
student wellbeing, self-esteem, resiliency and foster optimism and positive 
relationships for boys.

Assist in leading the development and implementation of student 
leadership programs offered to students in years 8-12.

Assist in leading the implementation of the Child Protection Curriculum 
within Pastoral Care programs and across the areas of study, and the 
implementation of the Student Wellbeing Framework.

Provide leadership of the student transition, enrolment, leaving, course 
counselling processes.

Is a member of Roma Mitchell Secondary College Leadership Team

Supports Year 8, Co Ed Campus

NATALIE TRAGOS
Co-ordinator
The Arts
Co Ed, Year 9

Leads and is accountable for development and implementation of 
curriculum in the learning areas of Creative.

Provide leadership to the learning areas of Creative Arts. Provide 
leadership in the management of the instrumental music program.

Provides direct performance and development support for the staff 
working in the learning areas of the Creative Arts. 

Is a member of Roma Mitchell Secondary College Leadership Team

Supports Year 9, Co Ed Campus

JAMIE ANNESE
Co-ordinator Design and 
Technology
Co Ed, Year 9

Leads and is accountable for development and implementation of 
curriculum in the learning areas of Design & Technology.

Provide leadership to the learning areas of Design & Technology.

Provides direct performance and development support for the staff 
working in the learning areas of Design & Technology. 

Is a member of Roma Mitchell Secondary College Leadership Team

Supports Year 9, Co Ed Campus
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STAFF MEMBER RESPONSIBILITIES
AMANDA PEDDER
Numeracy Coach, Highly 
Accomplished Teacher (HAT)

Works closely with the Assistant Principal English, Humanities, Languages, 
EALD and Numeracy to:
• Support the implementation of the numeracy improvement strategy 

across 8-12.
• Support the improvement in quality teaching practices in numercy 

through the provision of professional development, mentoring and 
coaching.

• Support the improvement of teaching practices which incorporate 
the Australian Curriculum’s General Capability: Numeracy through the 
provision of professional development, mentoring and coaching.

• Support the collection and analysis of data sets, such as NAPLAN 
and PAT Maths, that inform teaching practices, identify students 
requiring additional support and measure numeracy improvement at a 
whole school level.

JACKY HISCOCK
HAT
 Literacy Coach

Works closely with the Assistant Principal English, Humanities, Languages, 
EALD and Literacy to:
• Support the implementation of the literacy improvement strategy 

across 8- 12.
• Support the improvement in quality teaching practices in literacy 

through the provision of professional development, mentoring and 
coaching.

• Support the improvement of teaching practices which incorporate 
the Australian Curriculum’s General Capability: Literacy through the 
provision of professional development, mentoring and coaching.

• Support the collection and analysis of data sets, such as NAPLAN 
and PAT R, that inform teaching practices, identify students requiring 
additional support and measure literacy improvement at a whole 
school level.

Antonia Mastrapasqua
Teacher Leader
IBMYP Personal Project 
Coordinator

Works with the Assistant Principal IB MYP and Head of Campus Middle 
Years Co- Education to:
• Organise the timeline for completion of the project.
• Develop and organise online resources for students to access.
• Deliver Project Supervisor training to staff.
• Organise learning sessions to support students through the project.
• Provide support to project supervisors as required.
• provide support for individual students
• Monitor all students’ progress and completion of the project.
• Coordinate internal moderation processes on completion of the 

project.
• Coordinate and support the communication of project requirements to 

parents and students.
• Coordinate the Project Exhibition
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STAFF MEMBER RESPONSIBILITIES
SCOTT NAGEL
Teacher Leader Sport Coordinator

Works with the Assistant Principal HPE, Specialist Sport & House, and the 
House Coordinator (Extra-Curricular Activities) to:
• Coordinate the multi campus Sports Day during term 1.
• Coordinate external sport competitions and carnivals including 

weekend sport, Northern and Vista Zones.
• Provide and monitor all sport uniforms for carnivals and weekly sport.
• Implement the sport policy and procedures where only responsible 

students represent the school in external sport.
• Follow the department for education’s Excursion Policy and 

Procedures, including risk assessments.
• Support the House Coordinator in their role to organise extra – 

curricular activities, as required.
• Teach and undertake duties as required by the Principal.

MELANIE HAWKSLEY
Teacher Leader House Coordinator

Works with the Assistant Principal HPE, Sport, Specialist Sport & House, 
and the Sport Coordinator to:
• Assist the Assistant Principal to provide leadership of the House 

System.
• Develop and implement a system for individual recognition of 

students who accumulate the most house points per term.
• Work with the House Captains to organise House lunchtime and after 

school extra – curricular activities and competitions.
• Plan at least one major House Event, across all year levels, in terms 

1, 2, 3 and 4. In Term 1 it is Sports Day and Term 4 it is Roma’s 
Got Talent. In Term 2 it could be a Spelling Bee and Term 3 a Quiz 
Show.

• Implement the Children’s University Program across Years 8-9.
• Support the Sport Coordinator in their role to organise sport activities, 

as required.

MELISSA WEINART
International Programs Coordinator

Works with the Assistant Principal Timetabling, HR and International 
Programs to assist in the provision of leadership of the International 
Programs for students and staff. This includes to;
• Assist in the development of the Sister School in Japan and Study 

Tours to Germany, Italy and Japan
• Assist with overseeing the World Challenge program
• Recruit Homestays for visiting Study Tours
• Oversee and support the Language Assistant Teachers
• Oversee and support the IES international students
• Organise Familiarization Visits for visiting international delegates
• Organise international exchange trips for students and teachers
• Apply for scholarships and grants and seek partnerships with other 

schools
• Assist with Managing the ISEC class
• Coordinate the Thailand OBEC partnership 
• Teach and undertake duties as required by the Principal.

Organisation & Communication Leadership Responsibilities
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Organisation & Communication Year Level Managers

STAFF MEMBER RESPONSIBILITIES
KELLY HARRIS
Year Level Manager Y11/12 Girls’ 
Education Campus

DALAL ZAHR
Year Level Manager Y11 
Co Education Campus

• Assist Care Group teachers with monitoring attendance.

• Assist with the organisation of year level, campus and whole school

• Assemblies which focus on school expectations and achievements.

• Assist leaders with the management of students within a year level. 

This includes undertaking 3 building supervision duties of that year 

level and has

• An office located in the building they are supervising.

• Assist year level leader with the behaviour management process 

within the year level, including take homes and suspensions following 

consultation with the leader.

• Implement the school’s policies and procedures, and in particular, the

• Code of Conduct, Uniform and Attendance, within the time allocated.

RMSC Staff Handbook 2020
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STAFF MEMBER RESPONSIBILITIES
AVTAR SINGH
SSO4 ICT Manager
Building 7

• Oversight of College’s computer based information systems.
• Management of IT Help Desk processes.
• Oversight of College’s ICT maintenance/repair processes.
• Management of the Information Communication Technology Systems 

budget.
• Line manage Network Support Officers  and Library Support 
• SSO

CARMEL HALL
SSO3 Finance
Building 1

• Support the effective financial planning of the College
• Support the effective management and coordination of the school 

revenue and expenditure activities 
• Management and coordination of the school bookkeeping 

responsibilities 
• Support effective and informed financial management and decision 

making 

IAN MOORE
SSO3 Data Management and 
Timetabling
Building 3

• Responsible for ensuring the Student Services Office components of 
the computerised administrative records/data bases are maintained. 

• Supports Transition Yr7/8 with HOC.
• Ensures that records/databases are updated with current student 

information, new enrolments, student leavers.
• Responsible for the typical ‘systems administrator’ type responsibilities 

for Student Services Office computer applications.
• Supports effective and timely provision and presentation of data

Organisation & Communication SSO’s
RMSC Staff Handbook 2020

Oversight of College’s computer based information systems.

Oversight of College’s ICT maintenance/repair processes.
Management of the Information Communication Technology Systems 

Line manage Network Support Officers  and Library Support 

Support the effective financial planning of the College
Support the effective management and coordination of the school 

Management and coordination of the school bookkeeping 

Support the effective management and coordination of the school 

Management and coordination of the school bookkeeping 

Support effective and informed financial management and decision 

Responsible for ensuring the Student Services Office components of 
the computerised administrative records/data bases are maintained. 
Supports Transition Yr7/8 with HOC.
Ensures that records/databases are updated with current student 
information, new enrolments, student leavers.
Responsible for the typical ‘systems administrator’ type responsibilities 
for Student Services Office computer applications.

Responsible for ensuring the Student Services Office components of 
the computerised administrative records/data bases are maintained. 

Ensures that records/databases are updated with current student 
information, new enrolments, student leavers.
Responsible for the typical ‘systems administrator’ type responsibilities 
for Student Services Office computer applications.
Supports effective and timely provision and presentation of data



22 RMSC Staff Handbook 2020

Organisation & Communication
What you need for your first day
Induction

A checklist has been developed by Department for 
Education (The Department) to assist new staff to 
ensure that they have all the relevant information they 
require as they begin work at a new site.

Comprehensive induction information is available from 
the Department induction website -

https://edi.sa.edu.au/library/document-library/
checklist/hr/working-in-decd/induction-checklist-
schools-preschools-childrens-centres.pdf

Induction forms are to be scanned when completed 
and signed and a copy is to be emailed to the HR 
Coordi-nator. A further digital copy is to be loaded 
into individual staff folder located on the shared drive.

Bell times and daily timetable

Home Group 8.45am

P1 9.00am to 10.45am

Recess 10.45am

P2 11.05am to 12 noon

Lunch 12.50pm 

P3 1.30pm to 2.25pm

Dismissal
Wednesdays

3.15pm
2.25pm

Line Structure

Monday Tuesday Wednesday Thursday Friday

HG

P1 Line 1 Line 5 Line 2 Line 6b
(12 Ln 2)

Line 5 

Recess

P2 Line 7a
(12 Ln 3)

Line 4 Line 3 Line 1 Line 4

Lunch 1

Lunch 2

P3 Line 2 Line 6a
(12 Ln 1)

Pastorcal Care
(12 Ln 5)

______________

Staff Meetings

Line 7b
(12 Ln 4)

Line 3
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Excursions
Guidelines and Procedures for Excursions have been 
updated. Refer to the DfE’s Intranet for full details of 
all changes to Camps, Excursions, Intra and Interstate 
travel and International travel.

Refer to the Excursion Policy and Procedures in this 
Staff Handbook for Procedures that relate to RMSC’s 
procedures.

Excursion forms and sample letters are available on 
DayMap in Course Hub.

Any forms stored in hard copy or digital form 
elsewhere need to be destroyed as they may not 
meet current requirements.
• to ensure familiarity with Department’s excursion 

policy and RMSC local procedures
• letters home are to be drafted and emailed 

to Sandra Foresto (who will put into the most 
recently authorised letterhead and return)

• to ensure all relevant people are notified within 
timelines (see local procedures)

• to complete all forms in full (and keep together) 
during preparation and notification processes & 
that forms are approved and signed by relevant 
leaders prior to distributing letters home to families

• If finance is involved Carmel Hall needs a copy 
of paperwork in full – this is required prior to 
Student Services being able to accept funds from 
students for excursions (due to account set-up 
processes involved)

Please include the following on all 
external correspondence
• Educational reasons for the event
• Time and Date
• Venue
• What to wear
• What to bring
• Cost
• Pick up/drop off details
• Staff supervision arrangements
• Contact details of the organising staff member

The writer should keep a copy of the letter and 
another copy is filed in the student’s file.
Staff, in this case Principal’s Assistant, Sandra Foresto 
should check all spelling, names etc. and whether 
it needs to be sent to two parents/caregivers at 
separate addresses.

Return of permission slips
• All permission slips should be returned at least 

one week before the event
• The relevant teacher should start contacting 

parents about the non-returned permission slips 
at this time. Two reminders are sufficient.

How to Videos - Learning Technology
Here are 10 “how to” videos to assist everyone with 
learning technologies

• Course Hub on Daymap
• Edu Dashboard & how to export data to Excel
• How to change a student’s learnlink password
• How to connect to server
• How to enter PD on TRB teacher’s portal
• How to set an assessment task on Daymap
• How to share videos with students using 

Clickview
• How to use QuickTime Player to make a screen 

recording
• Injury report form online- was ED155
• Sick and Retention leave form online

The file path for you to find these videos is Shared 
Drive- Learning Technologies- Melanie’s How To 
videos. You can also find these in Daymap—Course 
Hub

But what if you don’t know how to 
access the Shared Drive to even find 
them?
Here is a link to the first video “How to connect to the 
server” https://clickv.ie/w/_clj

You can access this video on ClickView, and you 
will need to log on to ClickView first http://online.
clickview.com.au/SignIn?returnUrl=http://online.
clickview.com.au/

Your ClickView login is your @rmsc email address. 
If you can’t remember your password you can use 
the password reset feature. If you have any other 
ClickView log in problems please ask Melanie 
Hawksley or Gorpreet Sohdi.

If you have some requests for how to videos please 
ask me, and I will make the video for you and add it 
to the folder Shared Drive- Learning Technologies- 
Melanie’s How To videos.

Organisation & Communication 
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Manage Bac
It is a requirement of the IB that all MYP Units of work 
and resources are filed in Managebac.

Shared Drive
Staff Folders are available on the Shared Drive: X:Staff
SCHOOLTV—Wellbeing Platform for 
Teachers/Parents
SchoolTV is a new digital wellbeing platform designed 
to transform the way information is communicated to 
par-ents through schools.

Australia’s leading specialists and organisations have 
all come together to address leading topics faced by 
parents and schools.

Studiosity
(Studiosity used to be called YourTutor)
We have subscribed to Studiosity be-cause it is a 
very helpful resource available to students outside of 
school hours, and can also provide extra help and 
drafting assistance for our students. They need to use 
the website https://studiosity.com/connect/users/
sign_in

Their log in details are their student @rmsc email 
address and the password which was provided by 
YLM should be recorded on Daymap under records, 
IT passwords.

Turn it in
This software is available through Daymap. Look 
for the How to Tutorials in Shared Drive- Learning 
Technologies- Melanie's How To videos.

Newsletters
The newsletter will be distributed to each family at 
least twice a Term via our website, email or post. 
This contains information of upcoming events and 
news items concerning students, school activities and 
community information.

Email your articles / pictures / stories to josephine.
blunden@rmsc.sa.edu.au OR place them in shared 
drive X:Administration>Newsletters> !2020

How to post a Bulletin on Daymap for staff/students
Send an email to julie.ayers@rmsc.sa.edu.au to 
place a Bulletin notice onto Daymap. Emails must be 
received by 3pm, the day before the notice is due.

Email Protocol
Staff who wish to send out emails must be endorsed 
by their Line Mangers with the following line:
‘This email has been endorsed by (insert name of 
Line Manger)’

Organisation & Communication 



25RMSC Staff Handbook 2020

Organisation & Communication 
Meeting Structure
Meetings are held on a rotational basis each term
Leadership Mondays @ 3.45pm Teaching Staff Wednesdays @ 2.45pm

Leaders Meeting Staff Meetings, 2 per term

Campus Leaders Campus Meetings

Curriculum Leaders Learning Area Meeting

Get involved in the school community.
In addition to the above meetings, there are a number of Committees 
that staff are welcome to nominate.
Whole School Staff Meetings
To keep staff informed, seek feedback and participate in decision making on school developments and policies, 
e.g. WHS, PAC, Governing Council, and the celebration of school achievements. Meetings occur three times 
per term. Representatives include all leaders and teachers.

Learning Area Staff Meetings
To implement the Learning Area Plan. Meetings occur three – four times per term. Representatives include all 
relevant leaders and teaching staff.

Campus Staff Meetings
To monitor the implementation of the Attendance Policy, Case Management Policy, Wellbeing Action Plan, 
Pastoral Care Program, Child Protection Curriculum, Staff Handbook procedures. Meetings occur twice per term. 
Representatives include all relevant leaders and teaching staff.

Leadership Meetings
To monitor the implementation of the Site Improvement Plan (SIP) and Strategic Priority Plans. Meetings occur 
once per week in a rotation of Leadership, Curriculum and Campus. Representatives include all leaders at 
Leadership and Curriculum Leadership. Campus Leadership includes Campus Leaders and Year Level Leaders.

Executive Leadership Meetings
Responsible for implementation of the SIP, Strategic Priority Plans, policies and procedures. Meetings occur 
every week. Representatives include Principal, Deputy Principal, Heads of Campuses, Business Manager.

Student Services Meetings
To oversee student wellbeing and implement the Wellbeing Action Plan. Frequency of the meetings are 
determined by the team. Representatives include 1 x Executive Leadership, Student Counsellors, ASETOs and 
the Pastoral Care Workers

WHS Committee
Oversees the Work, Health and Safety responsibilities and expectations of the site. Meetings occur twice a term 
after school. Representatives include 1X Executive Leadership, HR Coordinator, WHS Head Rep, WHS Rep per 
Campus, Head Fire Warden.

Strategic Directions Committee
Responsible for monitoring the Site Improvement Plan and Strategic Directions Plans. Meetings held twice per 
term during school time. See Terms of Reference for more details.
Finance Advisory Committee 
Responsible for the school’s budget.  Meetings occur twice per term after school. See Terms of Reference for 
more details.
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Uniform Committee
Responsible for monitoring the School Uniform Policy and Uniform Contract. Meetings held at least twice per term 
during school hours. See Terms of Reference for more details.

Curriculum Committee
Responsible for the monitoring and implementation of the curriculum priorities. Meetings occur twice per term and 
held during school time. See Terms of Reference for more details.
Meet: Week 3 1.30 pm (day TBA) and Week 8 each term

Facilities Committee
Responsible for the development and monitoring of the Facilities Strategic Plan. Meetings held twice per term 
during school time. See Terms of Reference for more details.

Digital Technology Committee
Responsible for developing, monitoring and implementing the Digital Technology Strategic Plan. Meetings twice 
per term after school. Representatives include the ICT Leaders, ICT Coaches and interested teachers and ancillary 
staff.

Social Club Committee
Responsible for the organisation of social activities across the three campuses. Meetings occur on a needs basis 
after school. Representatives include interested staff.

Timetable Committee
Responsible for the implementation of the Girls’ Education and Co-Education Campus timetable. Meetings occur 
in weeks 1 and 5 of each term. More meetings are scheduled around subject selection and timetable construction 
times. Representatives include the Assistant Principal Timetabling, Deputy Principal, HR Coordinator, Learning Area 
Leaders and two teaching staff representatives.

Professional Development Committee
Responsible for the planning of Pupil Free Days and the monitoring of staff professional development requests. 
Meetings occur after school twice a term. Representatives include Deputy Principal, Business Manager and 1 
teacher from each campus. 

Organisation & Communication 
Get involved in the school community
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Staff Surveys Working Party 
Develop the Action Plan based on the 2018 Staff Surveys and oversees the implementation. Meeting occur 
once – twice per term. Representatives includes 1 x Executive Leadership, 1 x SSO, 1 teacher from each 
campus, 1 x WHS Rep.

Stage 2 Teachers Meetings 
To keep staff informed about SACE developments, seek feedback and participate in professional development. 
Meetings occur twice a term. Representatives include the Deputy Principal, SACE Leaders and Stage 2 
Teachers.

Assessment and Reporting Working Party
Responsible for the review of the Assessment Policy. Develop the surveys for Staff, Students and Parents. 
Frequency of the meetings are determined by the working party. Representatives include Deputy Principal, 
Assistant Principal, Reporting and a teacher from each campus.

Personnel Advisory Committee
The PAC is a key group in the effective deployment of human resources within the school. Meetings occur a 
minimum of twice per term. Representatives include Principal, EO Rep, AEU Rep and SSO Rep.

Governing Council
The governing council meets regularly to represent the whole school community in (1) understanding local 
educational needs (2) setting broad directions for the school and (3) monitoring and reporting achievements.  
Meetings occur twice per term. Representatives include Principal, 12 parents reps, 3 community reps, 1 staff 
rep from each campus.

Performance Development
Meetings with Line Managers to discuss progress of the Performance Development Plan. Meetings occur 
once per term. 

Organisation & Communication 
Get involved in the school community
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Organisation & Communication 
Work Health & Safety
Emergency & Evacuation Process
Emergency Evacuation

Woop Woop siren with red flashing lights in 
passageways.
Listen for instructions, then follow the exit signs out of 
the building. Proceed to the oval in a quiet, orderly 
manner, assembling in Pastoral Care Groups. Do not 
use the lift.
Lock-Down – Repeated bursts of the siren
Staff and students are to remain in classrooms if a lock 
down is signalled during subject lessons, until the all 
clear is given

Emergency Invacuation

If it occurs at recess or lunchtime and the intruder is:
Inside - students are to remain outside and no bells 
or siren will sound
Outside – Signalled by intermittent bells and sirens. 
Where possible, staff and students are to move to the 
nearest safe area Gym or Hall, whichever is closest - 
and remain there until the all clear is given.

FIRE / EMERGENCY EVACUATION / INVACUATION
IF YOU SUSPECT THAT THERE IS A FIRE OR OTHER 
EMERGENCY REQUIRING EVACUATION

Evacuate your class area and notify your nearest office
Alarm sound will be continuous short rings and/or PA 
notification or staff direction

Fire Wardens and HQ
CHIEF    MARTY CRAMOND
CO-ED   RUSSELL McLEAN
GIRLS’ CAMPUS  JAMES WILSON
SPECIAL EDUCATION  PAUL SIMPSON

Roles for Persons onsite
Principal, Deputy Head
Position themselves at the main entrance of building 1 
to liaise with visitors/parents/media

Heads of Campus and year level leaders
Move directly to appropriate assembly area and 
manage class control.

Building Managers
Check buildings and clear them of all staff and 
students, lock doors and text to Chief Fire Warden that 
their building is cleared.
Move to appropriate assembly area.

Chief Fire Warden and Spotless Staff
Position themselves by Building 1 Fire Control Panel 
with their sign in books. They will remain in place, 
if safe, until directed by Emergency Services and/or 
Chief Fire Warden.

Campus Fire Wardens
Campus Fire Wardens to move to appropriate assembly 
area and then notify Chief Fire Warden by text when all 
staff and students have been accounted for.

Teachers (with classes)
• Take laptop. Take nothing that can’t be carried 

easily. Walk with students to the appropriate 
assembly area (Special Education, Co-Ed, Girls) 
Make sure Daymap is left open (minimised).

• Take students to year level area.
• Take the roll of the students in your class (subject).
• Report any missing students to Year Level 

Leaders/Building Managers/Head of Campus.
• Remain with your class (subject) until advised by 

Fire Warden
• Special Education Campus staff take seizure 

medication with you
• Mark the role and ensure all students are 

accounted for. Report missing students to your 
Year Level Leader.

• Ensure students remain in lines.

Students
Follow the directions of teachers and assemble in your 
year level subject groups. Take valuables like wallets 
and phones. Do not go to your lockers.

Wheelchair
Teachers and students are to make their way using 
appropriate ramps to HQ assembly area.

ICT Manager / Data Manager
Clear building 2 and then position themselves at 
assembly point HQ.

ICT Staff
Move to the two main entrance and exit gates to 
control traffic and people coming onto the site.

Building 1 SSO’s
Business Manager to clear ground floor of building 1.
Assign one or more staff to assist with the Chief Fire 
Warden at the building 1 Control Panel.

Building 1 Library SSO’s
Assist with clearing of building 1 and check the Fire 
Safe Area for people in wheelchairs and report status 
back to Chief Fire Warden.

Special Education Campus SSO’s
As classes evacuate the teacher is to lead the class 
while the accompanying SSO will follow the class 
checking the rooms as they go.
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People NOT in class
Make your way to the appropriate assembly area
Visitors move to CO-ED - HQ assembly area

Focus Room Staff/Students
Students to make their way in the company of the 
Focus Room Leader, to rejoin their current subject 
teacher at the appropriate assembly area.

Inclement Weather
If an evacuation occurs when the site is experiencing 
rain or inclement weather (lightning, hail, high winds, 
extreme heat), staff are asked to communicate with 
each other and Building Managers to help guide 
students to the gyms in buildings 2 & 12 but only if 
this will not place students in further danger

Securing / Clearing Buildings Procedures
Buildings 4, 5, 6, 7, 8, 9, 10 & 11: to be cleared by 
their Building Managers, report to campus fire warden 
that the building is clear.
Building 1 (LEVEL 1): to be cleared by library SSO 
(check Fire Safe Area for people in wheelchairs and 
report status back to the Chief Fire Warden.)
Building 1 (GROUND FLOOR): to be cleared by 
Business Manager.
Building 2: to be cleared by Data Manager.
Building 3: to be cleared by SSO staff at front desk.
Building 12: to be cleared by SSO staff at front desk.
Building 13: to be cleared by senior leader.
Building 14: to be cleared by class teachers and 
SSO’S as they leave with their students, report to 
cam-pus fire warden that the building is clear.
Buildings to be locked after clearing.

After each building is cleared and locked by staff 
member, that person to notify Chief Fire Warden by 
text so they can inform MFS as to the status of each 
building.

Chief Fire Warden to mark on checklist when each 
building is clear.

If the Chief Fire Warden is off site, one of the campus 
fire wardens to act as proxy. Preferably in order of 
workload: 1st Special Education Campus, 2nd the 
Girls’ Education Campus, 3rd the Co-Education 
Campus fire warden. A campus fire warden should 
not however be relocated to the control panel if the 
fire is located on their campus

When you arrive at the Assembly Point Teachers to
Line the students up (in alphabetical order if possible) 
and ask them to sit.

Take the roll using Daymap on your laptop or printed 
list as a reference. If you have no class assist other 
teachers. Notify year level leader if students missing.

Campus Heads & Year Level Leaders/Managers
Check that all classes have a teacher.
Assist with behaviour management.
Notify Campus Fire Warden if students are missing or 
when all students are present and accounted for.

Visitors
Report to HQ and sign in.

Special Education Campus
Campus staff and students to assemble in class 
groups on western oval
Or in the instance of the fire being located at the 
western end of buildings 13 or 14, then they are to 
assemble on the eastern oval.

Co-Education Campus
Staff and students to assemble along the southeastern 
rim of the main oval in year level subject groups.

Girls’ Education Campus
Staff and students assemble along the northeastern 
rim of the main oval in year level subject groups.

Class Subject Teachers to check their class rolls on 
Day Map as to the students in their care

Year Level Leaders to check with class teachers to 
ensure that all students are accounted for and then 
YLL informs campus fire warden.

Campus Fire Wardens inform chief fire warden when 
all students are accounted for or if there are missing

All Clear
All clear will be given by Campus Fire Wardens 
after speaking with Chief Fire Warden. Verbal all 
clear mes-sage communicated via PA System once 
instructed by Emergency Services.

All Clear Procedure
MFS to report back to the Chief Fire Warden that all 
buildings are safe and secure. Chief Fire Warden 
then reports over the intercom system to the staff and 
students with the message:
“Attention, attention, all clear, all clear, buildings are 
now safe to reenter”. This message is repeated.

Organisation & Communication 
Work Health & Safety
Emergency & Evacuation Process
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Organisation & Communication 
Work Health & Safety
Emergency & Evacuation Process

Ongoing Emergency Procedure

At no time during the emergency do any staff or students re-enter any building once it has been cleared, unless 
they have the direct instruction of the chief fire warden or an MFS representative.
All staff and students to remain in the assembly areas unless it is deemed that the assembly area itself has 
become unsafe.
All staff and students to remain in assembly areas until the all clear has been given or other contingencies have 
come into play.
No member of the staff or student group is to leave the school grounds without permission from a senior leader 
or a fire warden.

HQ

Y12

Y11

Y10

Y9

Y8
Co-Education Campus

Evacuation Area
Girls’ Education Campus

Evacuation Area

Y12

Y11

Y10

Y9

Y8

Please remember that students are to remain with their teachers

G
irls’ Education and Co-Education Cam

pus Assem
bly

Special Education and Co-Education Cam
pus Assem

bly

Please remember that students are to remain with their teachers
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Organisation & Communication 
Work Health & Safety
Invacuation Procedure
Indicated by a PA message or a text message sent to 
staff phones
“Attention, Attention, Attention, this is the Chief Fire 
Warden, Code Blue, Code Blue, Code Blue”. 

Roles for Leaders, Teachers and Ancillary Staff
• Stay in classroom.
• Lock the door(s)
• Ensure students are out of sight and silent.
• Staff mobile phones are to remain on but the 

vibrate is turned off and they’re on silent.
• Apart from staff mobile phones all others are to 

be turned off.
• Pull down all blinds in the classroom, (where they 

exist).
• Stay in place until told by the Chief Fire Warden 

or police.
• If outside go to nearest safe, lockable room and 

follow before mentioned procedures.
• Keep calm; be prepared for the possibility of a 

long lockdown.
• Do not go outside, raise the blinds, unlock 

the doors and talk unnecessarily until you are 
completely sure that the lockdown is over

Invacuation All Clear
Verbal all clear message communicated via PA 
system by Chief Fire Warden or by police.\

All Clear Procedures
Police to work with Chief Fire Warden to ascertain 
that all buildings and surrounds are safe and se-cure.
Chief Fire Warden then reports over the intercom 
system to staff and students with the message,
“Attention, Attention, Attention, this is the Chief Fire 
Warden, All Clear, All Clear, All Clear. It is now safe to 
return to your normal duties.”
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Teaching @ RMSC

Our teachers develop positive relationships with studentsOur teachers develop positive relationships with students
 as learners and individuals as learners and individuals
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Teaching @ RMSC 
Assessment and Reporting, all campuses

It is a Policy requirement that all 
teachers at RMSC upload assessments 
onto Daymap for both Mid Term 
reviews and End of Term reports.
Formal Reporting consists of two reports.

Mid Term reviews are conducted every term in Week 
Five.

Assessment types on Daymap accommodate both IB 
and SACE. When you set an assignment on Daymap, 
you can choose either Formative or Summative. When 
you publish your results parents and students will only 
see what you entered. That is if you are marking for 
a SACE subject then you would leave the criterion 
and phase boxes blank and just put in the Grade and 
marks. If you are scoring for IB, you will need to mark 
the criterion boxes only, or you may set the marks 
and grade as well. Additionally, when you create an 
assessment, you will be required to put in a heading, 
e.g. Test, Folio task, essay etc. This line will appear on 
the student's and parent's Daymap.

Processes for mid term reviews
Week Five
One assessment task must be marked and published 
on Daymap to provide feedback to parents and 
students on their progress in your subject.

The purpose of the Mid term review is to provide a 
snapshot of where teachers believe students are up to 
at this point in time.

If students have been sick for a significant amount of 
time then teachers should use their best professional 
judgement, based on the work they have seen.

Criteria
Have students who have had some absences made 
their best effort to catch up? Have they produced 
work when here?

Please make a professional judgement and speak with 
your Learning Area Leaders if you have any concerns.
Instructions on how to create and mark assessment 
tasks are on the “Shared” Drive in the “Learning 
Technologies” folder. There are videos and screenshot 
instructions to support you with this process.

Reporting Timeline using Daymap
Mainstream class reporting -

Term 1 Years 8 to 11
• Parent teacher interviews, 2pm to 7pm 

Wednesday Week 10.

Term 2 Years 8 to 11
• Report with drop down boxes, Pastoral Care, drop 

down boxes.

Term 3 Years 8 to 11
• Parent teacher interviews, 2pm to 7pm 

Wednesday Week 8.

Term 4 Years 8 to 11
• Report with drop down boxes, Pastoral Care, drop 

down boxes.

Term 1 Year 12
• Parent teacher interviews, 2pm to 7pm 

Wednesday Week 10.

Term 2 Year 12
• Report with drop down boxes, Pastoral Care, drop 

down boxes.

Term 3 Year 12
• Report with drop down boxes, Pastoral Care, drop 

down boxes

Term 4 Year 12
• n/a

Reporting Timeline using Daymap
Special & Regional Education Campus 
reporting -

Term 1 
• OCOP Meeting. Literacy and Numeracy data
Term 2
• Ables (Abilities based Learning Education Support) 

Report
Term 3 
• OCOP Review Meeting
Term 4
• Ables Literacy and Numeracy data Report
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Have students who have had some absences made 
their best effort to catch up? Have they produced 

Please make a professional judgement and speak with 
your Learning Area Leaders if you have any concerns.
Instructions on how to create and mark assessment 
tasks are on the “Shared” Drive in the “Learning 
Technologies” folder. There are videos and screenshot 
instructions to support you with this process.

Reporting Timeline using Daymap

Parent teacher interviews, 2pm to 7pm 

Report with drop down boxes, Pastoral Care, drop 

Parent teacher interviews, 2pm to 7pm 

Report with drop down boxes, Pastoral Care, drop 

Parent teacher interviews, 2pm to 7pm 
Wednesday Week 10.

Term 2 Year 12
Report with drop down boxes, Pastoral Care, drop 

Term 3 Year 12
Report with drop down boxes, Pastoral Care, drop 
down boxes

Term 4 Year 12
n/a

Reporting Timeline using Daymap
Special & Regional Education Campus 
reporting -

Term 1 
• OCOP Meeting. Literacy and Numeracy data
Term 2
• 
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Teaching @ RMSC 
Performance and Development for Teachers

1. Term 1: Meet with Line Managers to clarify  
 Performance planning, professionallearning  
 and performance review processes, discuss 
 the goals and complete the relevant   
 Performance development plan.

Templates for the PDP can be found here: https://
edi.sa.edu.au/hr/for-managers/managing- staff/
performance-and-development/preparing-a-pd-plan
and in Course Hub

2. Term 2: Organise a classroom observation  
 visit and provide feedback using the class  
 room observation tool (located in Course  
 hub).

3. Term 3: Arrange for Peer to peer classroom  
 observations based on the professional  
 learning goals and the schools goals

4. Term 4: Line Managers provide written   
 feedback at 6 and 12 months

During the year, staff meet with their Line Managers to discuss, update and reflect on their 
PDP’s and to undertake processes related to classroom observations and feedback in line with 

Departmental and school policy and procedure processes. 

After each Line Management Meeting 
Individual staff members must -

During Term 2 & Term 4, 
staff are also required to -

Scan and upload all documentation in relation 
to the above processes to their WHS staff 

folders on Course Hub
(local record keeping systems).  

Email the relevant dates they meet with their 
Line Manager 

(in line with the above processes) 
to the Daily Manager 

(ensuring to cc their Line Manager into 
that email to confirm dates). 

Staff should also - 
Upload certificates or other relevant documents to 

this folder for record keeping purposes. 
Update their personal Training Matrix 

(located within their staff folders) to reflect such 
certification, skills or training (see IT staff or IT 

coaches for assistance if required). 

Daily Manager will - 
If Line Manager has been cc’d into email, use 
this information to update staff PDP dates to the 

Departments HR Management System. 
If Line Manager has been omitted from the email, 
return to individual staff member for clarification. 
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Teaching @ RMSC 
Yard Duty Map

Yard Duty
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Teaching @ RMSC 
Yard Duty

Co-Education Campus

Year 8 Front of School, Admin to SC
Year 9 Plaza, B7, B10 to SC & Garden Walk & Plaza
Year 10 Between & behind B11, B8 & B9 to SC & Terraces
Year 11 South Soccer Pitch &courts
Year 12 Main oval & rear

Girls’ Education Campus

Year 8 Front of School, Admin to GC & front courts
Year 9 B3, B4 to Admin & courtyard
Year 10 B5 & B6 to Canteen & Gym + Rear of Gym sealed area
Year 11 Pitches 1 &2
Year 12 Pitch 3 & Rear

Snake Awareness
Snakes may occasionally enter school sites. Mid to 
late Spring and mid-Autumn are times when snakes 
are more active. Some animals such as venomous 
snakes pose a significant threat to humans and steps 
can be taken to minimise the risk. Venomous snakes 
are venomous from birth so size is not the issue – 
avoiding being bitten is the solution.

Encountering a snake
If you encounter a snake in the yard:

• Remain calm and motionless in the first instance
• Leave the snake alone and give it the opportunity 

to escape
• Move slowly to a safe distance observing the 

position of the snake at all times
• Alert students and staff and remove them away 

from the danger zone (advise them to stay calm 
and keep away)

• If possible, monitor the snake from a safe distance 
(at least 5 metres away)

• Contact Business Manager (Ext 109), or Facilities 
Manager, once safe

• Do not try to kill the animal - it may be a 
harmless lizard or snake or you may end up 
bitten.

Treating snake bites
If you are bitten, immediately apply first aid then seek 
medical advice urgently.

Steps to follow if bitten 
• Call 000 for an ambulance or ask someone a to 

do so
• Contact Senior First Aid Officer (Ext 208)
• Remain calm and remain immobile
• Do not wash the bite
• If possible, apply a firm broad bandage over the 

bite site. Do not apply a tourniquet or constrictive 
bandage.

• Wait for emergency services to transport the victim 
to hospital.

Preventive Strategies
• Some strategies to minimise the risk of snakes or 

students and staff encountering a snake on site 
include:

• Ensuring long grass is cut back.
• Staff and students avoid walking through gardens 

or shrubs and stick to pathed areas
• Maintain a clean and tidy yard to reduce mice 

population
• Minimise snake access to water; ensure taps and
• hoses are turned off
• Students to sit on the building side of the oval
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Teaching @ RMSC 
Yard Duty

Co-Education Campus

Year 8 Front of School, Admin to SC
Year 9 Plaza, B7, B10 to SC & Garden Walk & Plaza
Year 10 Between & behind B11, B8 & B9 to SC & Terraces
Year 11 South Soccer Pitch &courts
Year 12 Main oval & rear

Girls’ Education Campus

Year 8 Front of School, Admin to GC & front courts
Year 9 B3, B4 to Admin & courtyard
Year 10 B5 & B6 to Canteen & Gym + Rear of Gym sealed area
Year 11 Pitches 1 &2
Year 12 Pitch 3 & Rear

Snake Awareness
Snakes may occasionally enter school sites. Mid to 
late Spring and mid-Autumn are times when snakes 
are more active. Some animals such as venomous 
snakes pose a significant threat to humans and steps 
can be taken to minimise the risk. Venomous snakes 
are venomous from birth so size is not the issue – 
avoiding being bitten is the solution.

Encountering a snake
If you encounter a snake in the yard:

Remain calm and motionless in the first instance
Leave the snake alone and give it the opportunity 

Move slowly to a safe distance observing the 
position of the snake at all times
Alert students and staff and remove them away 

Encountering a snake
If you encounter a snake in the yard:

Remain calm and motionless in the first instance
Leave the snake alone and give it the opportunity 
to escape
Move slowly to a safe distance observing the 
position of the snake at all times
Alert students and staff and remove them away 
from the danger zone (advise them to stay calm 

If possible, monitor the snake from a safe distance 
(at least 5 metres away)
Contact Business Manager (Ext 109), or Facilities 

Do not try to kill the animal - it may be a 
harmless lizard or snake or you may end up 

• 
• Staff and students avoid walking through gardens 

or shrubs and stick to pathed areas
• Maintain a clean and tidy yard to reduce mice 

population
• Minimise snake access to water; ensure taps and
• hoses are turned off
• Students to sit on the building side of the oval
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Teaching @ RMSC 
Key Responsibilities - Head of Campus

Head of Campus (HOC)
HOC are to be in Care Group rooms/buildings before 
the bell to greet leaders, teachers and students for 
Care Group and Pastoral Care (unless you are on 
yard duty).

• Case management of all allocated level 3 students 
and work with staff in managing level 1 and 2 
students 

• If you are working with an Aboriginal student talk 
to the Aboriginal Education team to support the 
communication process.

• Work collaboratively as a member of the Executive 
Leadership and Campus Leadership

Attendance
• Advise and mentor leaders in all areas dealing 

with attendance.
• Lead Case Management meetings and co-

ordinate strategies to improve individual student 
attendance.

• Liaise with Attendance Officers weekly in following 
absences.

• Ensure all three, five and ten day absence letters 
are signed and sent.

• Notify Principal if Police contacted for missing 
student and IRMS completed.

• Improvement targets are reviewed in light of 
success annually.

• Use data to make recommendations after 
reflecting on practice.

Student Behaviour Management
• Ensure SBM processes are implemented.
• Approve and review all suspensions.
• Oversee personally all Exclusion processes and 

follow up with students post exclusion.
• Liaise with the Behaviour Coach in arranging 

meetings and conferences.
• Offer strategies for classroom management.
•  Investigate incidents and discuss findings and 

consequences with Principal & DP in serious 
incidents.

• Follow up on Daymap Behaviour of Concern 
Referrals and respond to referring teacher about 
the action taken.

• Discuss with Principal and record Notifiable 
incidents on IRMS.

• Run parent meetings and post suspension/
exclusion re-entry meetings including uploading 
of Student Development Plan as required. Ensure 
all students have curriculum learning materials 
and/or access to DayMap to support continuity of 
learning.

Tracking and Monitoring
Use EDSAS and DayMap to record and examine data 
and respond accordingly and plan with leadership (eg 
monitor Focus Room referrals because of possible 
suspension after 3 referrals).
Develop Building Manager, Focus Room and Study 
Line Rosters in collaboration with Human Resource 
Assistant Principal.
Facilitate restorative justice process when conflict 
involves two or people as required.
Oversee detention processes are implemented."

Uniform
• Ensure all students in their Care Groups and 

subjects are in uniform.
• Check that bags remain in lockers.
• Make phone calls to parents re: payment 

for shoes and socks with details of phone 
conversation recorded and passed on to Carmel. 
(For the shoe purchase a “commitment to pay” 
letter is passed to the student for parent signing 
and returning the next day).

• Record uniform loans on Daymap, (SBM-uniform/
student details/records/new)

• Any long term loans must be identified with an 
end date and HOC approval is required.

• Building Manager emails SSO at beginning of 
lesson 1 to collect any washing.

• Lesson 3 building manager collects loaned 
uniform items and records returns on Daymap.

• Check emailed overdue loan list and contact 
parent

• Work with the Principal in accessing SJ funding 
for students and families not able to purchase 
uni-forms.

• Advise and lead processes and become involved 
in meetings with caregivers and year level leaders 
when more complex issues arise.

• Liaise with Business Manager to re-order stock 
and keep displays current.

• Check on the provision of exemption forms 
if required for a particular student. Medical 
certificates may need to be requested.

• Check emailed overdue loan list and contact 
parent/s.

Pastoral Care
• Collaborative development of Pastoral Care 

Program with Heads of Campus and Counsellors.
• Child Protection Curriculum is audited annually to 

ensure all aspects are delivered.
• An annual review is conducted to assess success 

of programs.
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Use EDSAS and DayMap to record and examine data 
and respond accordingly and plan with leadership (eg 
monitor Focus Room referrals because of possible 

Develop Building Manager, Focus Room and Study 
Line Rosters in collaboration with Human Resource 

Facilitate restorative justice process when conflict 

Oversee detention processes are implemented."

Ensure all students in their Care Groups and 

Check that bags remain in lockers.
Make phone calls to parents re: payment 
for shoes and socks with details of phone 
conversation recorded and passed on to Carmel. 
(For the shoe purchase a “commitment to pay” 
letter is passed to the student for parent signing 
and returning the next day).
Record uniform loans on Daymap, (SBM-uniform/
student details/records/new)
Any long term loans must be identified with an 
end date and HOC approval is required.

conversation recorded and passed on to Carmel. 
(For the shoe purchase a “commitment to pay” 
letter is passed to the student for parent signing 

Record uniform loans on Daymap, (SBM-uniform/

Any long term loans must be identified with an 
end date and HOC approval is required.

 Investigate incidents and discuss findings and 
consequences with Principal & DP in serious 

Follow up on Daymap Behaviour of Concern 
Referrals and respond to referring teacher about 

Discuss with Principal and record Notifiable 

Run parent meetings and post suspension/
exclusion re-entry meetings including uploading 
of Student Development Plan as required. Ensure 
all students have curriculum learning materials 
and/or access to DayMap to support continuity of 
learning.

Building Manager emails SSO at beginning of 
lesson 1 to collect any washing.
Lesson 3 building manager collects loaned 
uniform items and records returns on Daymap.
Check emailed overdue loan list and contact 

Work with the Principal in accessing SJ funding 
for students and families not able to purchase 
uni-forms.
Advise and lead processes and become involved 
in meetings with caregivers and year level leaders 
when more complex issues arise.

• Liaise with Business Manager to re-order stock 
and keep displays current.

• Check on the provision of exemption forms 
if required for a particular student. Medical 
certificates may need to be requested.

• Check emailed overdue loan list and contact 
parent/s.

Pastoral Care
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Teaching @ RMSC 
Key Responsibilities - Head of Campus

Teaching and Learning
• Follow the AITSL 7 National Professional 

Standards for Teaching
• Know students and how they learn
• Know the content and how to teach it
•  Plan for and implement effective teaching and 

learning
• Create and maintain supportive and safe learning 

environments
• Assess, provide feedback and report on student 

learning
• Engage in professional learning
• Engage professionally with colleagues, parents/ 

carers and the community.
• Engage in regular Performance Development.

Staff - Key Responsibilities - Year Level Leaders
Care Group
• Year level leaders are to be in Care Group 

rooms/buildings before the bell to greet teachers 
and students for Care Group and Pastoral Care 
(unless you are on yard duty).

• Work with the Building Manager responsible for 
Student Services in buildings 3 and 7 to seek 
expla-nation for lateness and uniform breaches. 
Provide loan uniform items and record. Issue 
detentions for unacceptable lateness and uniform 
infringements.

• As Building Manager actively engage in supporting 
Yard clean up process after lunch with rostered 
staff and student

Case Management
• Participate as a member of the Student Support 

Committee dealing with individual student issues.
• Work with allocated level 2 students. Work with 

HOC in managing level 3 students.
• If you are working with an Aboriginal student talk 

to the Aboriginal Education team to support the 
communication process.

• Collaborate with the Learning Support Coordinator 
for all NEP students.

• Work collaboratively as a member of Campus 
Leadership.

Tracking and Monitoring 
Data is reviewed with HOC to -
• Data is reviewed with HOC to:
• Assess trends/ breakdown of key areas (girls, 

boys, NEP’s, ATSI).
• Set targets.
• Review strategies to streamline and improve 

attendance, behaviour and learning outcomes

Attendance
1. Work with Care Group teachers in following up with 
difficult cases.
• Support CG teachers to adhering to daily routines 

that promote improved student attendance.
• Building Managers seek to locate missing students 

after being notified by subject teachers. Phone 
call home if student is not located. Advise HOC of 
missing student and contact Police if student is still 
missing after 30 minutes. Issue consequence for 
missing student eg detention or internal suspen-
sion.

2. Work with the attendance officer to complete 
student attendance referrals in consultation with the 
counsellor and HOC .
• Organise attendance meetings with parents and 

Care Group teacher.
• Work with Attendance Officer to ensure 5 day and 

10 day absence letters are issued to HOC when 
appropriate.
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Teaching @ RMSC 
Key Responsibilities - 

Teaching and Learning
Follow the AITSL 7 National Professional 
Standards for Teaching
Know students and how they learn
Know the content and how to teach it
 Plan for and implement effective teaching and 
learning
Create and maintain supportive and safe learning 
environments
Assess, provide feedback and report on student 
learning

• Engage in professional learning
• Engage professionally with colleagues, parents/ 

carers and the community.
• Engage in regular Performance Development.

Staff - Key Responsibilities - 
Care Group

Year level leaders are to be in Care Group 
rooms/buildings before the bell to greet teachers 
and students for Care Group and Pastoral Care 
(unless you are on yard duty).
Work with the Building Manager responsible for 
Student Services in buildings 3 and 7 to seek 
expla-nation for lateness and uniform breaches. 
Provide loan uniform items and record. Issue 

(unless you are on yard duty).
Work with the Building Manager responsible for 
Student Services in buildings 3 and 7 to seek 
expla-nation for lateness and uniform breaches. 
Provide loan uniform items and record. Issue 
detentions for unacceptable lateness and uniform 
infringements.
As Building Manager actively engage in supporting 
Yard clean up process after lunch with rostered 
staff and student

Case Management
Participate as a member of the Student Support 
Committee dealing with individual student issues.
Work with allocated level 2 students. Work with 
HOC in managing level 3 students.
If you are working with an Aboriginal student talk 
to the Aboriginal Education team to support the 

Collaborate with the Learning Support Coordinator 

missing student and contact Police if student is still 
missing after 30 minutes. Issue consequence for 
missing student eg detention or internal suspen-
sion.

2. Work with the attendance officer to complete 
student attendance referrals in consultation with the 
counsellor and HOC .

Organise attendance meetings with parents and 
Care Group teacher.
Work with Attendance Officer to ensure 5 day and 
10 day absence letters are issued to HOC when 
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Teaching @ RMSC 
Key Responsibilities - Year Level Leaders

Student Behaviour Management
• Support teachers to follow the school Code 

of Conduct Teacher Procedures for Moderate 
Behav-iour Concerns.

• Offer strategies for classroom management.
• Facilitate restorative justice process when conflict 

involves two or people as required
• Provide immediate response for Extreme 

Behaviour.
• Follow up on Daymap Behaviour of Concern 

Referrals and respond to referring teacher about 
the action taken.

• Ensure detention processes are implemented.
• Year Level Leaders will investigate incidents and 

discuss findings and consequences eg detention 
or take home with HOC.

• Discuss all incidents at a ‘suspension level’ with 
Head of Campus. Assistant Principal and above 
implement SEE procedures.

• Run parent meetings and post suspension re-
entry meeting including the uploading of Student 
De-velopment Plans as required. Ensure all 
students have curriculum learning materials and/
or access to DayMap to support continuity of 
learning.

• Use EDSAS and Daymap to record and examine 
data and respond accordingly and plan with HOC 
(monitor Focus Area referrals because of possible 
suspension after 3 referrals).

Building Supervision
• Attend assigned times within the school where 

you act as a building supervisor. This roster is 
constructed by HOC.

Uniform
• Check on uniform adherence when students are 

more likely to be at a distance from friends or 
peers.

• Work with Care Group teachers to deal with 
difficult families who are not supporting the 
Uniform Policy. To discuss exemption process with 
HOC if necessary.

Pastoral Care Program
• Work collaboratively with staff to develop, 

implement and review Pastoral Care program that 
includes Child Protection Curriculum.

Teaching and Learning
• Enact your J&P specifications
• Engage in regular Performance Development .
• Model and coach teachers according to the AITSL 

7 National Professional Standards for Teaching

Focus Room Supervisor
• Record the focus room referral on Daymap
• Provide the reflection sheet and ensure student 

fills it out
• Issue a detention for each student referred
• Ensure an SMS or letter is sent home to parents
• If work has been sent with student, ensure that 

this is completed
• Remind the student to take the reflection sheet to 

assist re-entry process

For FLO students, Attendance Officer 
liases with FLO Coordinator 
• Mark FLO attendance roll daily.
• Use WAS to record attendance and engagement 

of students plus record individual student 
attendance on DAYMAP.

• Liaise with FLO Case Managers on a weekly basis 
regarding attendance.

• Print off term reports and attendance reports 
and record on Daymap and place in student file.
Complete Cease of Enrolment letters for FLO 
students who are post compulsion and not 
attending.

Uniform
• Collect all uniforms wash and return to buildings.
• Regular Stocktake.
• Email leaders list of uniform loans and issues each 

week (Thursdays).
• Liaise with HOC to re-order stock. Re-order stock 

with Business Manager, 6 weekly ordering to 
maintain stock levels.
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Uniform Policy. To discuss exemption process with 

Work collaboratively with staff to develop, 
implement and review Pastoral Care program that 
includes Child Protection Curriculum.

Engage in regular Performance Development .
Model and coach teachers according to the AITSL 
7 National Professional Standards for Teaching

Record the focus room referral on Daymap
Provide the reflection sheet and ensure student 

Issue a detention for each student referred
Ensure an SMS or letter is sent home to parents
If work has been sent with student, ensure that 

Remind the student to take the reflection sheet to 

For FLO students, Attendance Officer 
liases with FLO Coordinator 

Mark FLO attendance roll daily.
Use WAS to record attendance and engagement 
of students plus record individual student 
attendance on DAYMAP.
Liaise with FLO Case Managers on a weekly basis 
regarding attendance.
Print off term reports and attendance reports 
and record on Daymap and place in student file.
Complete Cease of Enrolment letters for FLO 
students who are post compulsion and not 
attending.

Uniform
Collect all uniforms wash and return to buildings.

• 

Liaise with FLO Case Managers on a weekly basis 

Print off term reports and attendance reports 
and record on Daymap and place in student file.
Complete Cease of Enrolment letters for FLO 
students who are post compulsion and not 

Collect all uniforms wash and return to buildings.
Regular Stocktake.

• Email leaders list of uniform loans and issues each 
week (Thursdays).

• Liaise with HOC to re-order stock. Re-order stock 
with Business Manager, 6 weekly ordering to 
maintain stock levels.
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Teaching @ RMSC 
Key Responsibilities - Pastoral Care Group Teachers

• Care group teachers are to be in Care Group 
rooms to greet students before the bell rings for 
care group and Pastoral Care (unless you are on 
yard duty). Students are under your care until the 
end of lesson bell rings.

• Be the first contact point for communication with 
caregivers in most circumstances but there may 
be exceptions because of complex circumstances.

• If you are working with an Aboriginal student 
talk to the ASETO to support the communication 
process.

• Liaise with leaders assigned to the year level 
in possibly pre-empting situations through the 
sharing of relevant information.

• Participate in family meetings with leaders as 
requested.

• Work as a member of a team in case managing 
students identified in your care working with stu-
dents identified at a level 1 and 2 in our case 
management system.

• Support the development of NEP’s (Learning 
Disability), IEP’s (GOM) and ILP’s (ATSI)

• Actively engage in Yard clean up process as 
outlined by Head of Campus and Year Level 
Leaders

Attendance

• Mark the roll on DayMap
• Follow up absences with students and families 

after three days.
• Contact parents where student supplies no parent 

explanation.
• Seek explanation from students who arrive 5 

minutes late or more to Care Group or Pastoral 
care lesson. Teacher supervised detention issued 
for students arriving late.

• Work with the attendance officer and year level 
leaders where no contact has been able to be 
made after several attempts.

• Record family contact on DayMap under notes 
“Attendance”

• Work as a member of year level team, in the case 
management system, to provide ongoing input 
about student attendance issues and support the 
identification process for level 1 and 2 students.

• Refer any complex or unresolved unexplained 
absences to senior leader looking after that class 
for support and advice.

• Ensure all unexplained absences are explained by 
end of term

• Ensure all five and ten day absence letters are 
generated and sent to HOC for signing and 
sending

Pastoral Care Program

• Plan and deliver Pastoral Care Program including 
the Child Protection Curriculum.

• Teach students how to effectively utilize Daymap 
tools eg message, homework set, student 
electronic diaries and use this as an organisational 
and communication tool.

• Mark each lesson attendance roll as soon as 
possible after the start of the lesson.

Student Behaviour Management

• Follow school Code of Conduct teacher 
procedures (see attachment) respond as 
appropriate to the behaviour whilst students are in 
CG and pastoral care lessons. 

• Low level Behaviour of Concern.
• Moderate Behaviour Concern.
• Extreme Behaviour in need of immediate 

response.

Uniform

• Check all student uniforms for compliance with 
Uniform Policy.

• Use PUI code in Daymap for students who are 
incorrectly attired.

• Refer to leaders to support uniform change.
• Follow up with phone call home.
• Record parent response on Daymap note.
• Issue uniform detention for being out of uniform 

and enter on Daymap Detention Record.
• Check that detention has been completed.
• Seek support from year level leader if student 

does not complete detention.
• Ensure bags are away in lockers and are not 

taken to PE lessons.

Follow the AITSL 7 National Professional Standards for 
Teaching
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Care group teachers are to be in Care Group 
rooms to greet students before the bell rings for 
care group and Pastoral Care (unless you are on 
yard duty). Students are under your care until the 
end of lesson bell rings.
Be the first contact point for communication with 
caregivers in most circumstances but there may 
be exceptions because of complex circumstances.
If you are working with an Aboriginal student 
talk to the ASETO to support the communication 
process.
Liaise with leaders assigned to the year level 
in possibly pre-empting situations through the 
sharing of relevant information.
Participate in family meetings with leaders as 
requested.
Work as a member of a team in case managing 
students identified in your care working with stu-
dents identified at a level 1 and 2 in our case 
management system.
Support the development of NEP’s (Learning 
Disability), IEP’s (GOM) and ILP’s (ATSI)
Actively engage in Yard clean up process as 
outlined by Head of Campus and Year Level 

Mark the roll on DayMap

• 

Work as a member of a team in case managing 
students identified in your care working with stu-
dents identified at a level 1 and 2 in our case 
management system.
Support the development of NEP’s (Learning 
Disability), IEP’s (GOM) and ILP’s (ATSI)
Actively engage in Yard clean up process as 
outlined by Head of Campus and Year Level 
Leaders

Attendance

Mark the roll on DayMap

Attendance

Mark the roll on DayMap
Follow up absences with students and families 
after three days.
Contact parents where student supplies no parent 
explanation.
Seek explanation from students who arrive 5 
minutes late or more to Care Group or Pastoral 
care lesson. Teacher supervised detention issued 
for students arriving late.
Work with the attendance officer and year level 
leaders where no contact has been able to be 
made after several attempts.
Record family contact on DayMap under notes 

Work as a member of year level team, in the case 
management system, to provide ongoing input 
about student attendance issues and support the 
identification process for level 1 and 2 students.

Follow the AITSL 7 National Professional Standards for 
Teaching
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Teaching @ RMSC 
Key Responsibilities - Subject Teachers

• Subject teachers are to be in teaching rooms to 
greet students before the bell rings for lesson 
(unless you are on yard duty). Students are in 
your care until the end of lesson bell rings.

• Be the first contact point for communication with 
caregivers for any learning and subject concerns

• If you are working with an Aboriginal student 
talk to the ASETO to support the communication 
process.

• Liaise with leaders assigned to the year level and/
or learning area in possibly pre-empting situa-
tions through the sharing of relevant information.

• Participate in family meetings with leaders as 
requested.

• Support the development of NEP’s (Learning 
Disability), IEP’s (GOM) and ILP’s (ATSI)

• Ensure appropriate use of DayMap diary by 
recording homework set in that subject.

• Upload teaching program and resources to 
Daymap

• Actively engage in Yard clean up processes as 
outlined by Head of Campus and Year Level 
Leaders

• Be punctual to provide duty of care and support 
to students as well as supporting your colleague if 
you are on second half of the study supervision.

• Record student attendance and follow up students 
who do not attend eg check Daymap infor-mation 
and let Student Services know

• Check Daymap if student is out of uniform. Please 
send student to building manager to change if no 
note.

• Actively support students with their learning. 
Interact and provide ongoing support to assist 
students to complete tasks.

• For students who are not following your 
instructions follow the Code of Conduct teacher 
procedures.

• Ensure that all students remain in the study area/
room until the end of the lesson. If student need 
to leave for any reason eg to get work from 
teacher they must have a note. If a student arrives 
late to study line without a valid reason please 
give them a detention to make up the time.

• Actively engage in Yard clean up process as 
outlined by Head of Campus and Year Level 
Leaders

• Support the Uniform, Attendance and Pastoral 
Care Program processes as relevant.

Follow the AITSL 7 National Professional Standards for 
Teaching

Attendance
• Subject teachers are to be in classrooms to greet 

students before the bell rings for lesson (unless 
you are on YD or in lesson 1 moving between 
buildings).

• Mark each lesson attendance roll as soon as 
possible after the start of the lesson.

• Seek explanation from students who arrive 
5 minutes late or more to lesson. Teacher 
supervised detention issued for students arriving 
late.

• Notify Building Manager / Student Services when 
a student is not in your class and has been 
present earlier in the day.

• Follow up and change any unexplained 
attendance from their subject class.

Student Behaviour Management
• Follow school Code of Conduct teacher 

procedures (see attachment) respond as 
appropriate to the behaviour: Low level Behaviour 
of Concern/Moderate Behaviour Concern/Extreme 
Behaviour in need of immediate response.

Uniform
• Subject teachers check uniform of all students 

who enter their classes.
• Talk to students who are out of uniform.
• Record PUI or LUI on Daymap in every instance 

where a student has a uniform infringement.
• Issue uniform detention for being out of uniform 

and enter on Daymap Detention Record.
• Contact building supervisor to change uniform.
• Check that detention has been completed.
• Seek support from year level leader if student 

does not complete detention.
• Ensure bags are away in lockers and are not 

taken to PE lessons.
• If a student has not changed back after PE then 

have them do so and have them make up the 
time that they have missed at the end of the 
lesson.
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Teaching @ RMSC 
Key Responsibilities - Subject Teachers

Subject Teacher Physical Education 
Uniform
• PE teachers check PE uniform of all students who 

enter their classes
• Ensure bags are away in lockers and are not 

taken to PE lessons.
• Use PUI code in Daymap for students who are 

incorrectly attired.
• Refer to leaders to support uniform change.
• Follow up with phone call home.
• Record parent response on Daymap note.
• Uniform detention issued for being out of uniform 

and enter on Daymap Detention Record.
• Check that detention has been completed.

• Seek support from year level leader if student 
does not complete detention.

• PE teachers check students have changed back 
into school uniform before dismissing them at the 
end of the lesson.

Follow the AITSL 7 National Professional Standards for 
Teaching

• Relief teachers are to be in Care Group and 
subject teacher rooms to greet students before the 
bell rings for care group and pastoral care (unless 
you are on YD).

• If you are working with an Aboriginal student 
talk to the ASETO to support the communication 
process.

• Liaise with leaders assigned to the year level 
in possibly pre-empting situations through the 
sharing of relevant information.

• Ensure appropriate use of Daymap diary by 
recording homework set in that subject.

• Actively engage in Yard clean up process as 
outlined by Head of Campus and Year Level 
Leaders

Attendance
• Mark the roll on Daymap.
• Seek explanation from students who arrive 5 

minutes late or more to Care Group or Pastoral 
care lesson. Teacher supervised detention issued 
for students arriving late.

• Work with the attendance officer and year level 
leaders where no contact has been able to be 
made after several attempts

Classroom Management

• Be highly mobile, circulating to ensure students 
are focussed and on task for the duration of the 
lesson.

• Help them with their work and the following of the 
regular teacher instructions.

• Student Behaviour Management
• Follow the school Code of Conduct teacher 

procedures respond as appropriate to the 
behaviour whilst students are in CG and pastoral 
care lessons.

• Low level Behaviour of Concern.
• Moderate Behaviour Concern.
• Extreme Behaviour in need of immediate 

response.

Focus Area Referral
• Communicate with the subject teacher about 

students you have sent to the focus area.
• Record it on Daymap staff note. Describe the 

Incident and what follow up you have done 
including contacting home to notify the parent 
about student incident, discussions with leaders 
etc.

Follow the AITSL 7 National Professional Standards for 
Teaching

Staff - Key Responsibilities - Relief Teachers
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Staff - Key Responsibilities - 



45RMSC Staff Handbook 2020

Teaching @ RMSC 
Student Behaviour Management (SBM) 
In each year level on the Co-Education and Girls’ 
Education Campus there will be a Leader who 
oversees the co- ordination of SBM. In the Co-
Education Campus they will be the main focus point 
for information, delegate, follow up and check on 
outcomes and communication. Some additional 
leaders will support them.

Assistant Principal Student Behaviour Management 
Focus
Key Responsibilities
• Be the main contact point for all SBM information, 

including uniform at the year level, manage the 
Behaviour of Concern forms and delegate or 
action accordingly.

• Monitoring and supporting the actions of Care 
Group Teachers, Subject Teachers and YLL to 
en-sure students are in complete school uniform.

• Work with HOC to present updated Case 
Management information at Campus Leadership 
and Campus Staff Meetings.

• Liaise with outside support agencies in relation to 
student behaviour and well-being.

• Work with HOC in reviewing SBM data sets with 
the view of improving processes and resource 
allocation.

Management of lateness/Uniform in student services
The first 45 minutes of lesson 1 a Building Manager 
will be rostered to be on duty in the Student Services 
area in order identify and follow up students who are 
late and/or out of uniform without explanation.

The Building Manager will
• issue appropriate detentions for uniform and/or 

lateness and issue loan uniform items
• issue detention for lateness 24 hours in advance
• arrange for detentions for uniform and/or lateness 

and uniform loans to be recorded on Daymap
• contact care group teachers for follow up with 

families

Low Level, Behavioural Concern

Examples
Student off-task or disengaged but not disturbing 
others
Student not listening
Student late to class (5 minutes or more)
Student out of uniform
Students using personal electronic devices 
inappropriately

Possible Responses
A verbal reminder of classroom expectations
Warning about next steps
Uniform loan items are worn for the day when student 
is out of uniform
Detention issued for all students out of uniform and 

recorded in Daymap
Personal electronic devices are to be placed in the 
locker
Teacher issues follow up consequence eg teacher 
supervised detention and records on Daymap.
Teacher will communicate information to parent eg 
phone contact home, Daymap diary note or use email 
message system

Low level behaviors continue and require further 
intervention.
Fill out Behaviour of Concern Referral on Daymap and 
send to CG teacher and YL Leader.

Moderate Level, Behavioural Concern 

Examples
Student is argumentative with peers and staff and/or 
they may refuse to follow instructions
Students consistently off-task, disengaged and/or 
distracting others
Student behaves inappropriately and does not listen 
and/or speaks over the top of others
Step one:
Teacher reinforces the expectations of the learning 
environment

Confidential conversation with student away from other 
students.

The student will be relocated within the classroom or 
near vicinity to reflect upon inappropriate behaviour

Girls and Co-Education Campus
If inappropriate behaviour persists and it is clear 
that the student is not willing to cease or change 
behaviour they will be sent to the Focus Room with a 
focus referral slip
Building Manager will be contacted
Focus paperwork to be completed and record 
information on Daymap

Student completes Reflection sheet and is checked by 
the Focus Room Supervisor.
Student issued a lunchtime detention by Focus Room 
Supervisor.
If lesson 1 &2 then it is to be done on the same day. 
If in lesson 3 then the following day. If a student fails 
to present for their detention then they may be given 
an opportunity to complete this the following day. If 
they fail to present for this they may be issued an after 
school detention or may be internally suspended.
SMS or letter sent home by the Focus Room 
Supervisor.

Special Education Campus
If inappropriate behaviour persists and it is clear 
that the student is not willing to cease or change 
behaviour the designated Hotseat person will be 
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called.

Girls and Co-Education Campus
The student brings the Reflection sheet to assist the 
re-entry process, which must occur before the next 
lesson for that subject
The teacher discusses conditions and expectations 
associated with re-entry when meeting with the 
student before next lesson
The referring teacher will ring home to inform parents 
of the referral and the re-entry process.
If the student has not met with the teacher then the 
student returns to the focus area at the start of next 
lesson. Teacher must notify the year level leader of 
that student to assist with the re-entry process through 
completion of Behaviour of Concern Referral Form

Special Education Campus
The Hotseat person will offer support in the classroom 
or encourage the student to enter a safe area.

Extreme Behaviours
In need to immediate response

Examples
Behaviour that threatens the safety (and well being) of 
the individual and/or other students and staff
Student missing from class

Ensure ‘duty of care’ is maintained and seek additional 
leader/staff support
Call Student Services or Building Manager for support 
and the leader will then determine the course of 
action.
In the case of student missing from class notify 
Student Services so that appropriate leaders can be 
contacted.

Teaching @ RMSC 
Student Behaviour Management (SBM) 
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Teaching @ RMSC 
Student Behaviour Management - Leaders and Support
Dated 14 January 2020 expect minor updates

Girls’ Education Campus Leader in Charge

Years 8 to 12 Stamatia Overell
Head of Campus (HOC)

Girls’ Education Campus 
HOC overseeing all SBM

Girls’ Education Campus
Leader in Charge

Supporting Leaders

Stamatia Overell Year 8 Sean Venning

Stamatia Overell Year 9 Stamatia Overell

Stamatia Overell Year 10 Theo Tsiounis

Stamatia Overell Year 11 Helen Nielsen, Kelly 
Harris

Stamatia Overell Year 12 Lorraine Securo, Kelly 
Harris

Girls’ Education Campus 
Regional District Classes

Girls’ Education Campus 
Leader in Charge

Supporting Leaders

Stamatia Overell Years 8 to 12 Learning Support 
Coordinator Sampor Long

Co-Education Campus Leader in Charge

Middle Years 8 to 10 Hamish McDonald

Senior Years 11 to 12 Pepe Bouzalas

Co-Education Campus 
HOC overseeing all SBM

Co-Education Campus
Leader in Charge

Supporting Leaders

Hamish McDonald Year 8 Louise Mather Sotithya Gardner

Hamish McDonald Year 9 Hamish McDonald Jamie Anesse (T1), Natalie Tragos 

Pepe Bouzalas Year 10 Noel Hernes Debbie Hall

Pepe Bouzalas Year 11 Pepe Bouzalas David King, Rachel McLaine, 
Jamie Anesse (T2-4)

Pepe Bouzalas Year 12 Hung Doan Pepe Bouzalas

Co-Education Campus 
Regional District Class

Leader in Charge Teacher

Pepe Bouzalas Years 8 to 12 Learning Support 
Coordinator Sampor Long

Paul Brolese

Hamish McDonald Years 8 to 12 Learning Support 
Coordinator Sampor Long

Sampor Long
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Supporting Leaders

Supporting Leaders

Sotithya Gardner

Year 9 Hamish McDonald Jamie Anesse (T1), Natalie Tragos 

Year 10 Noel Hernes Debbie Hall

Year 11 Pepe Bouzalas David King, Rachel McLaine, 
Jamie Anesse (T2-4)

Year 12 Hung Doan

Leader in Charge

Years 8 to 12 Learning Support 
Coordinator Sampor Long
Years 8 to 12 Learning Support 
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Teaching @ RMSC 
Leave information for teaching staff
Leave falls into 2 main categories planned and 
unplanned. Each type of leave has specific criteria 
and is granted according to both the criteria and 
individual needs.

For more specific details regarding leave please refer 
to the DFE Policy located in the DfE Intranet site.
Leave may be granted to an employee up to the 
equivalent of 15 days special leave with pay each 
year of service and it is a DFE requirement to supply 
reason(s) for all leave other than sick leave.
All personal leave is now applied for online via 
eduportal.sa.edu.au under the Employee Information 
Kiosk (EIK).

Please note, this only applies to personal leave (sick 
leave, retention leave, annual leave) and does not yet 
apply to Special Leave, which must still be completed 
in paper format (forms available via Louise Maloney 
or DFE Intranet).

All leave application processes (online or paper) 
must be submitted within 24 hours or returning to 
site.

Unplanned Leave
Includes
• Urgent Pressing Necessity – UPN
• Sick Leave

Text or email Deb Hall preferably the night before 
or by 6 am the morning of unplanned leave at the 
latest. Relief lesson instructions are to be posted onto 
Daymap for your classes.

Deb Hall contacts

Email: Debbie.hall@rmsc.sa.edu.au
Mobile: 0401990611

In line with DfE guidelines, it is the responsibility of 
individual staff to complete and submit all leave forms 
within 48 hours of returning to work from Unplanned 
Leave. Failure to do so may result in Leave Without 
Pay.

Process for managing uunplanned 
leave (UPN or care of sick family 
member)
On returning from leave collect the VL197 form and 
complete all relevant sections. Sign the form before 
returning it to the front reception desk. Remember it 
is a DfE requirement to state a reason in the relevant 
box otherwise Leave will not be accepted.

Planned Leave
Includes
• Retention Leave
• Long Service Leave
• Moving House (Special Leave)
• Holy Days (Special Leave)
• Cultural Leave for Aboriginal Employees (Special 

Leave)
• Pre Retirement Seminars (Special Leave)
• Compassionate (Special Leave)
• Bereavement (Special Leave)
• Care of sick family (Special Leave)

Process for applying for planned 
leave (ie special leave, retention, or 
long service leave)
• Notify the HR Coordinator of your intention to 

apply for any planned leave
• Complete the online application process 

via eduportal.sa.edu.au under the Employee 
Information Kiosk (EIK)

• Discuss with your Line Manager who will then 
sign as your Supervising Officer

• Return your form to the HR Coordinator to 
endorse

• HR Coordinator will forward to the Principal to 
sign off.

• Any type of leave that falls within the last week 
of term must follow the normal process above 
before it is submitted to PAC for consideration. 
Prior to principal sign off.
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An investment in knowledge An investment in knowledge An investment in knowledge 
pays the best interestpays the best interestpays the best interest

Benjamin Franklin Benjamin Franklin Benjamin Franklin 

Wellbeing & Engagement



50 RMSC Staff Handbook 2020

Wellbeing and Engagement
Student Information
The Co-Educational Campus is zoned. The zone 
is made up of the current zones of Enfield High 
School and Ross Smith Secondary School. The Girls’ 
Education Campus is a special interest program for 
female students, and is not zoned. The enrolment 
process for the Girls’ Education Campus is based on 
an application and interview. 

The enrolment process for the Special Education 
Campus and special classes is completed through the 
Para Hills Special Option Panel. Please contact Para 
Hills Office phone 831 44000 and speak to a Special 
Educator Coordinator.

Materials and Services Charges
The Materials and Services Charges was set by the 
Governing Council in term 4, 2019. The 2020 fee is 
$460 per student.

Charges in addition to the Materials and Services 
Charges above for those students under- taking the 
following subjects:

• Tech Studies Yr 11
• Tech Studies Yr 12
• Outdoor Education Yr 12
• Outdoor Education Yr 11
• Home Ec-Food & Hospitality Yrs 11-12
• Photography Yrs 11-12
• Music Yrs 8-12
• Drama Yrs 11-12
• Dance Yrs 11-12

Application forms for School Card assistance for the 
2020 school year will be available from late 2019.

Eligibility for School Card assistance relieves the 
successful applicant from paying the Materials and 
Services Charge.

Students enrolled in Vocational Education Courses 
(VET) will need to pay an administrative cost of $200 
per course.

Students enrolled in Special Interest Sport Programs 
will need to pay an additional fee per program.

Stationery and Materials
Students will be expected to provide their own 
stationery. A list of recommended items has been 
sent to families. Teachers of specialised areas (not 
designated as core subjects) need to inform students 
about specific stationery requirements.

School Attendance
As school is compulsory, a phone call, note to 
the teacher or direct contact with either the Girls’ 
Education, Co-educational, or Special Education 
Campuses is expected from the parent if their child is 
absent at the first opportunity.

Students arriving late must report to Student Services 
upon arrival and students leaving early must have a 
parent note seen by their Care Group teacher and 
then signed out at Student Services.

Accidents and Illness
If a student becomes ill or has an accident during 
school time, first aid will be given and parents or 
caregivers will be contacted if necessary. The school 
is not permitted to issue Panadol or similar tablets 
to students, unless the student has a medication 
authority.

If a child suffers from Asthma, it is important that their 
Asthma plan and medication be updated regularly and 
handed to the staff in Student Services in case of an 
emergency.

Other medication that is taken on a regular basis is 
to be handed in to Student Services. The medication 
must be labelled with a pharmacist label clearly 
showing the student’s name and prescription 
instructions. A permission note from the parents/
caregivers must accompany the medication.

Uniform
The Roma Mitchell Secondary College has a full 
school uniform as endorsed by the School Council. 
The uniform is available to purchase from 3 locations 
(below) or the UMS webshop online.
Uniform Management Services (UMS) on 8363 5255 
to make an appointment.

1. Location 1/6 Montrose Ave, Norwood SA . 5067
2. RMSC in the Girls’ Education Campus
every Thursday from 8.15am to 11.30am
3 Unit 8/254 Hampstead Road, Clearview SA 5085

Webshop: www.umspl.com.au/product-category/
roma-mitchell-secondary-college

Password RMSC
Click Login

Parents or carers who may be experiencing financial 
difficulties preventing purchase of the uniform are 
encouraged to discuss their situation with the relevant 
Head of Campus so appropriate confidential support 
may be arranged.
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Uniform 
All students enrolling in the school will be required to 
wear the uniform from the beginning of 2020 Term 1.

Second hand uniforms and onsite fittings are to be 
conformed by the Business Manager.

Students not in Uniform
Care group teachers are expected to monitor the 
uniform and discuss any issues in private with 
individual students and their parents/carers. If 
problems persist the year level managers need to be 
informed.

School photographs and ID cards
School photographs and student ID cards will be 
taken at the school.
A pack containing information about how to order 
photographs will be issued to each student early in 
Term 1. There is no charge for the initial student ID 
card.

Lockers - Girls’ Education Campus 
and Co-Education Campus
Students will be expected to bring a bag containing 
the stationery, books and equipment they will need 
each day. Students will keep their bags in a locker 
during the school day. Combination locks will be 
provided by the school. Students are not permitted 
to carry school bags to classes or during recess and 
lunchtimes.

Transport
For information about the Adelaide Metro Bus 
Services and School Bus Services to Roma Mitchell 
Secondary College, visit 
www.adelaidemetro.com.au
or phone Adelaide Metro Info Line on 
1300 311 108. Lines are open 7am – 8pm daily.

Address changes
Should you change address or phone number or 
emergency contact details during the year please 
advise Student Services. It is extremely important that 
this information is up to date. 

Behaviour/Code of Conduct
High expectations of student behaviour will be an 
integral feature of Roma Mitchell Secondary College. 
Respectful behaviours are essential in creating 
effective learning environments. Our school will be 

a safe, caring and orderly environment in which the 
rights of all students to learn and the rights of all 
teachers, to teach well, must be supported. 

Homework
Regular homework for all students will be set, 
monitored and assessed by teachers in years 8 to 
12. Year 8 and 9 students will have between 45 and 
90 minutes of homework per night. Year 10 and 11 
students will have between 90 and 120 minutes per 
night. Year 12 students will need to complete about 
180 minutes outside of class time to be successful, 
particularly if they are seeking tertiary entrance.

Special Education students with special needs will 
have modified homework requirements, negotiated 
with parents. All parents are encouraged to contact 
Heads of Campus about any homework queries or 
concerns.

Refer to the Homework policy included in this 
document for more information.
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Wellbeing and Engagement
Student Information

Sport Houses and History of House 
Colours
In 2014 we decided as a school to research famous 
South Australian’s to name our 4 Houses after. This 
re-search was done by every care group and the 
results were submitted. Then students voted, and 
the 4 most popular names were Mary Lee, Ruby 
Hammond, Sir Douglas Nicholls and Howard Florey.

Once the families had been contacted and permission 
granted for RMSC to use their names to represent 
Houses, at a whole school assembly in 2015 the 
House Captains with the help of the principal, picked 
the names out of a hat to attribute to each House. 
That is how we named blue Hammond, red Lee, 
green Florey and yellow Nicholls.

There are also animal mascots, which we discussed 
in a staff meeting in 2014. 

Yellow Nicholls Eagles 
Red Lee Dingoes
Blue Hammond Sharks
Green Florey crocodiles 

These are all native Australian animals.

Student Surname House Colour
A  -  E Sir Douglas Nicholls
F  -  K Mary Lee
L  -  Q Ruby Hammond
R  -  Z Howard Florey
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Wellbeing and Engagement
How students can get involved in the RMSC school community

Student Representative Council (SRC) 
This group is an avenue for student to have
a voice in their school community.

They contribute in the following ways:
• Being an advocate for other students
• Creating opportunities and trust
• Being a positive role
• Motivating and encouraging others
• writing newsletter and yearbook articles 

They demonstrate this:
• Upholding the school values of
     RESPECT, DIVERSITY and EXCELLENCE.
• Shared student leadership
• Taking initiative working with staff
• Demonstrate commitment to learning and the 

school

Kiwani’s Club
Youth sub group of the local Kiwanis Adelaide
Prospect Group.

Role
Raise funds to support projects aligned with the 
Kiwani goals of addressing Human Rights Issues
such as Poverty

Peer Leadership Program
A Peer Leader is a positive role model for peers and 
helps create a safe, respectful and welcoming school 
environment. Peer Leaders will be helping to support 
the new year 8 students transition to high school in 
2020.

Peer leader responsibilities include
• Support the effective transition of year 8 students 

into high school for the whole of semester 1
• Work collaboratively with other Peer Leaders to 

develop and deliver a series of pastoral care 
activities that contribute to the wellbeing of year 8 
students

• Be a positive role model

Peer leader time commitment
• Attend Peer leader training days
• Follow up any work missed due to participating in 

Peer Leader activities
• Attend year 11 care group every morning at 8.30 

for the whole of semester 1
• Attend year 8 care group from 8.45 every morning 

for the whole of semester 1
• Attend the year 8 camp
• Attend “Lunch with the Leader” twice each term 

for the first 2 terms to discuss upcoming events, 
questions and concerns

• Attend briefing and debriefing sessions as 

required
• Participate in Harmony Week
• Be out in the yard at recess and lunchtimes to 

provide support and encouragement to year 8 
students

All students who successfully complete a semester 
as a Peer Leader will be awarded 10 Stage 1 SACE 
credits.

Peer Leaders have a very important role in the 
wellbeing of our new year 8 students and as such are 
a highly valued position. 

Become a Prefect

Representing the school, administration and student 
body at various functions; being an excellent role 
model for other students in terms of behaviour, 
academic endeavour and uniform;being a consultant
where student opinion is sought; supporting students 
from primary schools during transition and the start of 
the secondary schooling life and conveying a student 
voice to Leadership where there are concerns in a 
certain area.
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Special Programs

We are delivering a number of specialist programs including Specialist Sport Programs We are delivering a number of specialist programs including Specialist Sport Programs We are delivering a number of specialist programs including Specialist Sport Programs 
in soccer, cricket and women’s AFL; a gifted and talented program; international programs; in soccer, cricket and women’s AFL; a gifted and talented program; international programs; in soccer, cricket and women’s AFL; a gifted and talented program; international programs; 

vocational education and training programs.vocational education and training programs.
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Special Programs

International Students
At Roma Mitchell Secondary College international 
students are supported by a committed team of
Literacy and Numeracy Coaches who are Highly 
Accomplished Teachers (HAT), the Assistant Principal 
of International Programs, International Project 
Coordinator, School Counsellors and School Support 
Officers.

To create a supportive environment for international 
students we provide an orientation program which 
involves RMSC Prefects and members of the RMSC 
Student Representative Council. This buddy system 
offers continunity within the school community for 
students that are away from home. 

Special Interest Programs
Our school has a Mathematics specialism and a focus 
on Science, Technology, Engineering and Mathematics 
(STEM). We recognise that improving students’ 
mathematical and numeracy skills is the basis of all 
STEM improvement and students’ studying STEM 
subjects in the senior years.

The majority of our staff voluntarily offer extra – 
curricular programs during lunchtimes and after school 
in sport, recreation, student leadership, the Arts, public 
speaking and tuition.

Gifted & Talented Program
A Gifted and Talented Program will be offered to 
students who gain entry through application. Students 
from years 7 to 12 are invited to apply for entry into 
this program. For more information or to access a 
nomination form, visit www.educationworks.sa.edu.au 
or contact Noel Hernes on (08) 8161 4600.

Mathematics Specialism Program
In 2015 Roma Mitchell Secondary College introduced 
teachers to the Big Ideas in Mathematics through 
the work of Professor Dianne Siemon, School of 
Education, RMIT University (Bundoora Campus).

The research has consolidated a range of diagnostic 
tests and actions teachers can take to support 
students to build connections and confidence in 
their skills and overcome some barriers in learning 
mathematics.

Members of our Torrens Partnership and some local 
feeder schools have also been attending the ongoing 
Mathematics Specialism Professional Development in 
2019 with RMSC and Uni SA staff. This professional 
devel-opment will continue into 2019 and Maths 
teachers will implement the Big Ideas in Mathematics 
and associated pedagogy.
The Big ideas are:
• Multiplicative thinking Algebraic Reasoning

• Spatial Reasoning Statistical Reasoning

Special Interest Sports Program (SSP)
Students enrolled in the SSP benefit from high quality 
mentoring and training programs in soccer, cricket 
and women’s AFL (AFLW).

RMSC works in partnership with industry sports 
associations including the South Australian Cricket 
Association (SACA), South Australian National Football 
League Womens (SANFLW) and Football South 
Australia (FSA) to give our students access to the best 
sports training in the state. 

Vocational Education and Training VET
Senior Year Students (Y11 & 12)
Vocational Education and Training (VET) is education 
and training that gives students skills and knowledge 
for work.

VET operates through a national training system and 
is delivered, assessed and certified by Registered 
Training Organisations (RTOs).

The SACE enables students to include a significant 
amount of VET in their SACE studies. Students can 
gain recognition for up to 150 SACE
credits at Stage 1 and/or Stage 2 for successfully 
completed VET.

These recognition arrangements help students build 
a coherent pathway in the SACE through VET and 
encourage students to complete or make significant 
progress toward completed VET qualifications while 
completing the SACE.

Roma Mitchell Secondary College offer a variety of 
specialist vocational courses which prepare students 
for specific career pathways or continued study in 
that area at TAFE. Successful completion of vocational 
training courses will enable students to receive SACE 
accreditation.

Training for these pathways may be delivered by 
accredited teaching staff, TAFE SA staff, other schools 
in the North Eastern Vocational

Course/subject offered on site to Roma Mitchell 
Secondary College in 2020 -
• Kitchen Operations Certificate ll

Courses available off site to Roma Mitchell Secondary 
College in 2020 -
• Opportunities (NEVO) group or registered private 

training providers. In most cases the training will 
be conducted offsite. 
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Who to go to for information

ACTION PERSON/GROUPS RESPONSIBLE FOR THIS ACTION

WHS: emergency procedures (information 
posted at each site) and yard duty

Deb Hall, Rebecca Hill, Marty Cramond, Russell McClean, Paul 
Simpson 

Office Locations Head of Campus

Keys Spotless

Student Behaviour Management Head of Campus and Year Level Leaders

Stationery Relevant Assistant Principal

Curriculum Learning Area Leader, Deputy Principal or Head of Campus

Reliefs, absences and timetable Natalie Tragos, Lynley Johnston ( Special Campus)

Staff Amenities (tea, coffee etc) Hannah Dearman, Natalie Tragos

Booking procedures for specialist areas Head of Campus

Computer usage, passwords, 
photocopying etc

Hung Doan

Calendar & Special Events Deputy Principal, Lorraine Securo

Staff sign in and sign out of site during 
the day

Campus front office staff

First aid from student services Sonia Mossel for Girls’ Education Campus Julie Ayers for Co-Ed 
Campus , Kathy Novosel for Special Education Campus

Procedures for excursions camps, risk 
assessments and relevant forms

Refer to Policies 2020 and Head of Campus or front office staff

Policy and procedures for harassment Head of Campus

RMSC Policies and procedures Refer to Policies 2020 with this Handbook and on Coursehub

Pastoral care program care group Head of Campus or Year Level Manager

Student attendance Year Level Managers or Head of Campus

Uniform Year Level Managers or Head of Campus
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