[image: ]










Staff Handbook 2024
[image: ]

TABLE OF CONTENTS	PAGE


	Welcome
	3

	About Our School
	4

	General School Information
	5

	School Map
	6

	Key Personnel
	7

	Teaching Loads
	8

	Staff Induction
	9

	Day Structure and Bell Times
	9

	Roll Marking
	10

	Playground Duty
	10

	Communication
	12

	Staff Attendance
	15

	Staff Professional Development Days
	16

	Whole School Pedagogical Framework
	17

	Essential Skills for Classroom Management (ESCMs)
	18

	Consistent Routines
	19

	Whole School Collegial Engagement Processes
	20

	Annual Performance Review
	24

	Staff Policies
-	Code of Conduct
-	DET Policy Information
-	Teaching Staff Leave Policy
-	Professional Development
-	Student Protection
· Staff Dress Standard Framework
· Excursion Planner
· Accident Protocols
· Incident Recording in MyHR WH&S
· Student Medication
· School Letterhead
· School Ceremonies and Special Events
-	School Intranet
-	School Website
· Purchasing and Procurement
· ACSHS Critical Incident Plan
-	Critical Incident Management Plan
	
25
25
25
27
27
27
28
29
29
30
31
31
31
31
31
32
33





*All policies and procedures included in this booklet are accurate at the time of printing and are annually reviewed and updated. Please refer to the school website for updated policies.









2

WELCOME:

We are extremely proud of our school community - our students, staff and the supportive wider community that makes up Albany Creek State High School. As a staff member at our school, you will quickly realise that our school is a great school to be part of. Our core values of Respect, Responsibility and Resilience guide our actions, efforts and commitment to uphold the high expectations and standards that our school prides itself on.
In order to achieve our vision of Innovative Thinkers, Successful Learners, Connected Community, we are constantly striving to maximise student learning through innovative and relevant curriculum programs that meet the current and future needs of our clientele. Our school is pathways focused, ensuring every student has access to multiple educational pathways to ensure educational or vocational success beyond Year 12. This is evidenced in our broad and challenging curriculum offerings, as well as high standards in facilities and resources to help achieve this.
Albany Creek State High School offers Programs of Excellence in both The Arts and Football and in partnership with universities and coaching organisations will provide unique learning opportunities to develop and enhance creative and artistic production, performance skills and knowledge and skills in the sport. Students are also encouraged to participate in a range of co-curricular programs including the biennial Music / Japan tours, inter-school debating, and national academic competitions. The extensive computer network integrates information communication technologies in all curriculum areas. Our BYO iPad program in Years 7, 8 and 9 and our BYO laptop program in Years 10, 11 and 12 ensures a technology rich learning environment.
We are sure that you will enjoy being part of the team at this great school. Please refer to our website for more detail at www.albanycreekshs.eq.edu.au

We look forward to working with you and sharing your successes over the course of your teaching and learning journey at Albany Creek State High School.


The Albany Creek State High School Executive Team
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ABOUT OUR SCHOOL

The school enrolled the first students at the beginning of 1982. The opening enrolment number was 200 students. The student population was from the immediate area as public transport was very minimal. The steady student population growth has meant the continual update of facilities and the range of educational programs offered at the school. 
Set in a natural area of dry, sclerophyll forest, the school is centrally located in the Albany Creek - Albany Forest district of Moreton Bay Shire. One-level buildings with covered walkways are enhanced by established plantings of Australian native shrubs and trees.
The school and its environment occupy 14.5 hectares. Old Northern Road and Albany Forest Drive provide boundaries to the north and east. An aquatic centre managed by the Shire Council is adjacent to the school. The immediate community is mostly urban with a mixed socio-economic composition.
The school has a leadership structure that allows for collaborative decision-making in committees representing staff, parents and students. These committees formulate and review programs based on program management principles. Programs relating to specific subjects and learning areas are managed by Heads of Department.
Links between parents and the school are valued, and all members of the school community including our students, are encouraged to work in partnership in the support of quality outcomes.
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[image: ]GENERAL SCHOOL INFORMATION

	Office Hours
School Hours
	8:00am to 4:00pm
8:50am to 2:50pm

	Location
	Albany Forest Drive, Albany Creek, 4035

	Postal Address
	PO Box 40, Albany Creek 4035

	Telephone Number
	3325 6333

	Staff Absence Text Line
	Text 0459 846 204 no later than 6:30am

	Email
	principal@albanycreekshs.eq.edu.au

	Web Address School Facebook
	www.albanycreekshs.eq.edu.au www.facebook.com/AlbanyCreekSHS

	Absences Email
	teacherabsence@albanycreekshs.eq.edu.au

	Main Gate Closing Times Gate closures for safety


Houses
	Open	6:00am Closed	6.00pm
Please note the closing times displayed on the school gate around 9:00am and 2:50pm. The gate is closed to limit vehicle movements while the student population is at its highest to reduce any chance of an accident.

Apollo (Blue) Pegasus (Yellow) Hercules (Green)
Vulcan (Red)



At Albany Creek State High School, we believe that every member of our school community has a right to develop socially, emotionally and intellectually in a safe and supportive school environment. We believe that in respecting the rights of others, in enhancing confidence and esteem and by maintaining a safe and healthy environment, all learners will be supported in their educational progress and have opportunities for individual success.

OUR VISION	Innovative Thinkers, Successful Learners, Connected Community OUR MOTTO	Knowledge – Pride – Tolerance
OUR VALUES	We strive for excellence through:

RESPECT RESPONSIBILITY RESILIENCE
These values drive and influence all our decisions.
· We provide a quality learning environment that meets diverse student and community needs
· We deliver quality teaching and professional development in all learning areas by promoting a community of learners
· We develop and embed a student-centred learning framework within a futures orientated curriculum
· Resulting in maximising student potential, self-worth and personal growth






5

[image: ] 
KEY PERSONNEL




Executive TeamAlbany Creek SHS Leadership Team






Heads of Department











Student Support Team







 Year Level Coordinators




Interact


                                                                          Position     Staff member
	Principal
	

	Deputy Principal – Years 8 and 11
	Mahoney Archer

	Deputy Principal – Years 7 and 10
	Shaun Cathro

	Deputy Principal –  
	Sandy Kane

	Deputy Principal – Inclusion
	Kym Everett

	Deputy Principal – Years 9 and 12
	Greg McMahon

	Business Manager
	Ann Thompson

	
	

	
	

	Applied Technology
	Natascha Counsell

	Business and Information Technology
	Sue Swan

	English
	Jessica McKinnon

	Health and Physical Education
	Adam Nicholson

	Humanities
	Joe Daniels

	Junior Secondary
	Jamie Hooley-Campbell

	Learning Engagement
	

	Maths
	Jane Irvin

	Science
	Sheridan Townsley

	Senior Secondary and Business
	Luke Martin

	Special Education Program
	Sandra Marx

	The Arts
	Deborah Ruellan

	The Arts
	Elizabeth Rigby

	Design and Technology
	Alison Read-Marczak

	
	

	Guidance Officer
	Choe Tarr

	Guidance Officer
	Deryck Anderson

	Chaplain
	Dave Hockey

	School Based Youth Health Nurse
	Emma McNaughton

	Aboriginal & Torres Strait Islander Support Officer
	

	Defence Transition Mentor
	Alethea Keegan

	
	

	
	

	Year 7 Coordinator
	Lexi Daniels

	Year 8 Coordinator
	Tracey Steele

	Year 9 Coordinator
	Emma Comollatti

	Year 10 Coordinator
	Adam Webb

	Year 11 Coordinator
	Ros Volling

	Year 12 Coordinator
	Kate Box

	
	

	
	

	Interact Coordinator
	Mira Irving Brown

	
	

	
	

	
	

	
	

	
	







For a more detailed list of staff and their contact details, please refer to the ACSHS phone list which is published each term and located in each staffroom.
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TEACHING LOADS
All teachers at Albany Creek State High School will have the teaching and playground duty allocations distributed each term so that teachers are aware of any variance which will be allocated to Internal Relief (IR)
Some staff have nominated for higher duties throughout the school and are allocated a set number of minutes based on the complexity of the role. These roles are reviewed annually and all positions are advertised at the end of each year, for the following year. Where multiple applicants nominate for the same role, a selection process determined by the Executive Team, will be used to allocate the additional role / duty. Below is a table of the current allocation of time for teachers with additional roles. Full role descriptions for these positions are emailed out when the positions are renewed / advertised at the end of each year.


Generally, a teacher on a maximum load will have: (per week)
· 5 classes x 210 minutes each
· 1 WAVE (Roll) Class x 50 minutes a week (5 days x 10 min)
· 1 WAVE lesson x 70 minutes
· 1 WAM/TAM/ESP lesson x 70 minutes
· Up to 75 minutes Playground Duties (PGD)
· 210 minutes for Preparation and Correction time
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[image: ]STAFF INDUCTION
The Induction strategy and resources support the consistent and contextualised local induction of all employees in schools. The DET induction website has a section for state schools. As well as providing information for newly appointed employees, this website links to the online mandatory induction program, induction guidelines for state schools and a range of induction planners designed to support the induction of specific groups of employees.

Beginning teachers can also access the Teacher induction and development program on the Learning Place. These self-paced modules align with the Australian Professional Standards for Teachers and are designed to support beginning teachers to transition to full registration with the Queensland College of Teachers.
There is an expectation that all beginning teachers complete the Beginning Teacher Learning Suite on the Learning Place.
New and Beginning Staff at Albany Creek State High School will be involved in a School Induction Program which runs over the duration of Term 1. This will involve a weekly meeting before school from 8:00pm-8:45pm where you will be supported to learn school priorities and policy relevant to your professional practice.
After teaching for more than 200 days, teachers are eligible to move from provisional to full teacher registration. To do this, the teacher must submit a portfolio showing evidence of achievement for each of the seven standards of the Australian Professional Standards for Teachers.
New staff who arrive at Albany Creek State High School after the beginning of the year will be taken through a variation of the induction program which will require a series of meetings with Head of Teaching and Learning at scheduled times.
Beginning Teachers are also required to participate in the Beginning Teachers Program and will be provided information regarding the requirements of this. 
DAY STRUCTURE AND BELLTIMES
[image: ]

Other programs in the weekly structure include:

1. WAM – Wednesday Afternoon Modules (period 4) for Junior Secondary
2. TAM – Thursday Afternoon Modules (period 2) for Year 9
3. ESP – Essential Skills Program Thursday Period 2 – Years 10-12

Staff and students are provided with a printed timetable change at each juncture stage throughout a year. They are also emailed out through OneSchool

Staff and students can also access their timetable through OneSchool.



ROLL MARKING
WAVE Class Teacher Responsibilities
Students are expected to arrive to their WAVE class each day, at least 5 minutes before the bell with all the required equipment for the day and the correct school uniform.

WAVE Class attendance is to be checked at 8.50am each morning using the Daymap Connect system.
· WAVE class folders must be collected from the Administration building
· WAVE class folders must be returned to the LEC (Learning Engagement Centre – M16) immediately after roll class
· Absentee/late notes are to be signed and dated and placed in roll class folders
· Teachers will also read relevant student daily notices to their WAVE class
· Any student who is out of uniform and does not have a printed slip from the LEC (Learning Engagement Centre – M16) with the correct date must be issued with a Lunchtime Detention through Daymap Connect.

Classroom Teacher Responsibilities
All teachers are required to mark class rolls every lesson (ideally within the first ten minutes) using Daymap Connect student attendance database system. Teachers must report to the appropriate Deputy Principal details for those students whose attendance is questionable. The class roll is a legal requirement and may be subpoenaed in a legal case.
PLAYGROUND DUTY
All teachers are required to do playground duty. Each staff room has a colour A3 map of the school with the designated playground duty areas. Please refer to your timetable for your allocated PGD. The PGD areas were decided in consultation with staff to ensure equitable distribution and coverage of students and surroundings.
Teachers are required to actively supervise and monitor their area during PGD. It is not appropriate for staff to bring reading, using their mobile phone, marking material or other work during PGD. The map also indicates changeover points. It is each staff members’ duty of care responsibility to ensure that they visually sight their replacement before ending a duty session.
Teachers doing Playground Duty should be actively supervising to prevent, if possible, any accidents, anti-social behaviour, vandalism and littering of grounds. Teachers are expected to keep their assigned area clean by engaging the assistance of students to clean their area.
Teachers should use the time to build positive relationships with students outside the classroom. Healthy student/teacher relationships can be fostered and a good school tone and attitude can be developed if Playground Duty is approached in a positive and proactive manner. Teachers who fail to carry out PGD requirements may be deemed to be in breach of the Code of Conduct.
Most full-time teachers have a maximum PGD allocation of 75 minutes per week. Some teachers who are required to travel with students during lunch breaks for WAM have a maximum allocation of 50 minutes for the duration of that season.
Teachers need to be vigilant of at-risk activities in toilets that are in their playground duty areas. Inappropriate behaviours of students during breaks need to be reported to: 
· Year 7-9 Mrs Jamie Hooley-Campbell, Junior Secondary HOD
· Year 10-12 Mr Luke Martin, Senior Secondary HOD
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COMMUNICATIONS
There are a number of modes and audiences for school-based communication. These are vital to ensuring communication with staff, students and wider community occur.
Meeting Schedule:
In a large school there are a number of meetings occurring. This table shows the draft Term 4 2023 Schedule. A final A4 sized schedule is emailed to all staff at the start of each term.

[image: ]


Staff Meetings
Please email the Deputy Principal’ Executive Assistant to negotiate absence from staff meetings (internal and external). Please note that these are subject to school management strategies, and staffing availability.
School Based Management:
A number of teams operate in the school to provide direction setting and decision making. These include but are not limited to:

· Local Consultative Committee (LCC) (Staffing and Workforce Planning)
· Leadership Team (decision making & strategic planning)
· Literacy and Numeracy Committee
· NASOT Committee
· Data Committee
· Curriculum Committee
· Student Behaviour Committee
· 
Workplace Health and Safety Committee
· Environment Committee
· Student Support

12

Student Notices:
Daily student notices are distributed through the school SharePoint intranet page as shown below in screen capture. For staff to add a student notice; select +New to start your notice. This is accessible out of the school grounds.

Students are able to access these through the Student Portal SharePoint page as shown below in screen capture.
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Pigeonholes:
Most staff members are allocated a pigeonhole located in the main office. Pigeonholes must be checked before school each day so that messages can be acted upon.

Phone Calls:
All incoming calls to teachers will be transferred directly to the relevant staffroom. If the recipient is not available, the person answering the phone in the staffroom should take a message and pass it on to them. If a message is left on the staffroom voicemail, the phone will have a flashing light. Staffrooms are required to have a system in place to ensure all messages are checked every 24 hours.

Communicating with Parents:
Teachers are encouraged to communicate regularly with parents via the phone and email (once phone contact has been established). These communications should be constructive in both positive and negative contexts with the intent to improve student engagement, learning and behaviour. The details of the call must be documented in OneSchool under the students’ contact record.

School Newsletter:
School newsletters are published electronically each fortnight. Staff are encouraged to share school happenings, achievements and information with the school community. This is a crucial link with our community and promotes the valuable work that we all do.


This Week @ The Creek – locally known as TW@TC
TW@TC is a weekly staff bulletin emailed to all staff for the start of a school week. This is usually emailed on Friday afternoon or the weekend. The intention of this communication protocol is to inform all staff of a range of events, staff/timetable changes, wellbeing tips and a great deal of information of the week/s ahead. All staff are able to contribute to this communication to assist in reducing interschool staff emails and to ensure all staff know where to find crucial information for the week ahead.

Internal Phone System:
The school has an internal phone system to allow staff to contact people in various locations throughout the school. A list of extension numbers is provided to all staff and is also located near each phone in each building. In the event of an emergency affecting students, staff or facilities, dial 8 and all phones in administration will ring.
School Assemblies:
Year Level Assemblies, Junior Secondary and Senior School Assemblies are conducted as per the meeting schedule for each term. Year Level assemblies are conducted by Year Coordinators and the relevant Year level Deputy Principal. Details of changes to the schedule are communicated through TW@TC and by School leadership as required. Staff are responsible for the supervision of their students at these assemblies. Please ensure when allocating students to their row, that you leave one seat for yourself as the teacher.
Social Club:
The school operates a staff social club which meets each pay week Friday in the common room. Please see the roster published by the Social Club for dates of staff morning teas and catering.
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STAFF ATTENDANCE

Staff Absence
In the event of absence:
· All staff are required to text message the absence mobile no later than 6.30 am on the day of the absence
· Indicate the type of leave you are taking
· Place work for supervisions onto SharePoint in the relevant folder
· Never just email the Deputy Principal

When text messaging please state the type of leave requested:
· SKLV - Sick Leave – Self
· SRES - Sick Leave – Family Responsibility
· Other - give details and the DP will assist as required

If a member of staff will only be absent for part of a day, they must indicate times they will be absent as this will be converted to a time (eg 2 hours 15min). Please also note that preparation and correction lessons are included as time absent.
Planned Absence
Illness/Medical Appointments or approved conference / professional development / school activity
· Check with the Admin person that your name is in the Absence Book.
· Email teacherabsence@albanycreekshs.eq.edu.au ahead of time.
· If you teach a practical subject you can not leave practical work to be supervised by the supervising teacher. 
· Supervision work left for your classes must be on the school approved template and placed onto Daymap in the relevant folder. 
· NEVER organise an absence with a Deputy Principal through their personal MIS email.

Other leave (eg Special Leave, Marriage Leave, Maternity/Paternity Leave)
Please see the Human Resources Deputy Principal to discuss leave requirements and application process.
Planned Leave
Staff requesting leave (including Long Service Leave) must complete an Application for Leave Form and submit to the Deputy Principal HR for consideration and approval. Long Service Leave is subject to school operational management and staffing availability. Applications are to be lodged with the Deputy Principal HR, two full terms in advance. For further information, please refer to the Teaching Staff Leave Policy and the Support Staff Leave Policy in this handbook.
If you are aware that you are going to be absent for an extended period of time, supporting documents need to be submitted and the appropriate leave type arranged.
The Principal reserves the right to request a medical certificate regarding leave of absence when a staff member returns to school.
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STAFF PROFESSIONAL DEVELOPMENT DAYS
Due to Easter Holiday workplace reform arrangements, all staff teaching past the Easter Break must attend all three Staff Professional Development Days at the beginning of the school year if they do not wish to be at work during the second week of the Easter Break.
All staff are required to attend gazetted Staff Professional Development Days and associated workplace reform.
As part of our school’s 2021 workplace reform (pertaining to the Easter vacation period), Staff Professional Development days are on:
· Wednesday 17 Jan – 8:00am – 4:00pm
· Thursday 18 Jan – 8:00am – 4:00pm
· Friday 19 Jan – 8:00am – 3:30pm
To provide every Albany Creek State High School teacher with two full weeks of Easter holidays, we workplace reform 10 hours to the January Student Free Days.

School commences for all students on Monday 22 January.
· Years 7, 8 and 9 commence at 8:50am
· Years 10, 11 and 12 commence at 10:40am

Where staff are unable to attend the Professional Development meetings, they must directly negotiate arrangements with the Principal or Daily Operations Deputy Principal.
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NASOT DESIGN QUESTIONS AND ELEMENTS

	
	Design Areas
	Design Questions

	Feedback
	1. Providing and 
   Communicating Clear
   Learning Goals
	How will I communicate clear learning goals that help students understand the progression of knowledge they are expected to master and where they are along that progression?

	
	2. Using Assessments
	How will I design and administer assessments that help students understand how their results and grades are related to their progression of knowledge they are expected to master?

	Content
	3. Conducting Direct
   Instruction Lessons
	When content is new, how will I design and deliver direct instruction lessons that help students understand which parts are important and how the parts fit together?

	
	4. Conducting Practicing and Deepening Lessons
	After presenting content, how will I design and deliver lessons that help students deepen their understanding and develop fluency in skills and processes?

	
	5. Conducting Knowledge
   Application Lessons
	After presenting content, how will I design and deliver lessons that help students apply learned knowledge application?

	
	6. Using Strategies That appear in All Types of Lessons
	Throughout all types of lessons what strategies will I use to help students continually integrate new knowledge with old knowledge and revise their understanding accordingly?

	Context
	7. Using Engagement 
   Strategies
	What engagement strategies will I use to help students pay attention, be energized, be intrigued, and be inspired?

	
	8. Implementing Rules and Procedures
	What strategies will I use to help students understand and follow rules and procedures?

	
	9. Building Relationships
	What strategies will I use to help students feel welcome, accepted, and valued?

	
	10. Communicating High
   Expectations
	What strategies will I use to help typically reluctant students feel valued and comfortable interacting with me and their peers?




	Feedback
	Content
	Context

	
Providing and Communicating
Clear Learning Goals

1. Providing scales and rubrics
2. Tracking student progress
3. Celebrating success

Using Assessments

4. Using informal assessments of the whole class
5. Using formal assessments of individual students

	
Conducting Direct Instruction Lessons

6. Chunking content
7. Processing content
8. Recording and representing content

Conducting Practicing and Deepening Lessons

9. Using structured practice sessions
10. Examining similarities and differences
11. Examining errors in reasoning

Conducting Knowledge Application Lessons

12. Engaging students in cognitively complex tasks
13. Providing resources and guidance
14. Generating and defending claims

Using Strategies That Appear in All Types of Lessons

15. Previewing strategies
16. Highlighting critical information
17. Reviewing content
18. Revising knowledge
19. Reflecting on learning
20. Assigning purposeful homework
21. Elaborating on information
22. Organising students to interact

	
Using Engagement Strategies

23. Noticing and reacting when students are not engaged
24. Increasing response rates
25. Using physical movement
26. Maintaining a lively pace
27. Demonstrating intensity and enthusiasm
28. Presenting unusual information
29. Using friendly controversy
30. Using academic games 
31. Providing opportunities for students to talk about themselves
32. Motivating and inspiring students

Implementing Rules and Procedures

33. Establishing rules and procedures
34. Organising the physical layout of the classroom
35. Demonstrating withitness
36. Acknowledging adherence to rules and procedures
37. Acknowledging lack of adherence to rules and procedures

Building Relationships

38. Using verbal and nonverbal behaviours that indicate affection for students
39. Understanding students’ back-grounds and interests
40. Displaying objectivity and control

Communicating High Expectations

41. Demonstrating value and respect for reluctant learners
42. Asking in-depth questions of reluctant learners
43. Probing incorrect answers with reluctant learners




There are plenty of other resources available to support teachers in the delivery of NASOT located at Coredata/Common/TEACHING & LEARNING/ASOT
Workshops regarding the framework will occur during the Staff Professional Development Days in January. The 2021-2024 NASoT Strategic Implementation plan can be found at: G:\Coredata\Curriculum\ASOT\2016 & 2017\Strategic Plan

ESSENTIAL SKILLS FOR CLASSROOM MANAGEMENT

[image: ]
Classroom management refers to teacher practice as well as student behaviour. Positive classroom climate, positive interpersonal relationships, clarity and consistency of expectations and consequences (both positive and negative) all work together to create an efficient learning environment.
If you haven’t received a nifty Albany Creek State High School ESCM flipbook, ask the Head of Learning Engagement or the Head of Teaching and Learning for your own copy. Alternatively, jump onto Coredata/Common/TEACHING & LEARNING/ASOT/ESCMs/ESCM and have a look through the resources around this.
The ten ESCMs coupled with Classroom Profiling help identify the positive aspects of a classroom and identify areas of practice that may benefit from reflective discussion and altered practice.
Classroom Profiling is a completely confidential process whereby you invite a classroom profiler into a lesson and they observe your practice, taking account of the strategies you employ in the management or your class. In a follow-up reflection conversation, the profiler will walk you through everything they saw and engage you in reflection around what occurred during the lesson. You keep the classroom profiling tool and the information remains confidential between only you and your profiler. For more information around this, ask the Head of Learning Engagement or the Head of Teaching and Learning.







18

WHOLE SCHOOL CONSISTENT ROUTINES
[image: ]

[image: ]WHOLE SCHOOL COLLEGIAL ENGAGEMENT PROCESSES[image: ][image: ][image: ][image: ]


[image: ]Focused Observation Tools
A range of focused observation tools can be found at G/Coredata/Common/Teaching and Learning/Collegial Engagement/Focused Observation/Focused Observation Tools. There is a wide variety for many different purposes and focuses.
[image: ]
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[image: ]ANNUAL PERFORMANCE REVIEW

The Annual Performance Review (APR) Process for teachers in Queensland state schools aims to:

· grow the capability of the teaching and leadership workforce
· strengthen the performance-focused culture in schools
· align professional learning to personal, school and system priorities.

Overview of the APR process

All Queensland state school teachers are mandated by Education Queensland to have a plan. Your school principal is responsible for implementing the process, but may nominate another school leader (such as a Deputy Principal or Head of Department) to supervise your plan.

The APR process is implemented over 12 months and can start at any time during the school year. The three phases are:

1. Reflection and goal setting
2. Professional practice and learning
3. Feedback and review.

At Albany Creek State High School, teachers begin Phase 1 of the APR process in term 1. All teachers are allocated an APR partner who will supervise the process. This will be released by the Teaching and Learning Deputy Principal and updated information to assist with the completion of each phase communicated at each interval.


APRs at Albany Creek State High School are required to align with our school’s priorities as per our Annual Implementation Plan. Where SMART goals written into APRs must be aligned to the AITSL Professional Standards for Teachers, a list of ‘focus standards’ will be released narrowing the scope of standards that Albany Creek State High School teachers may choose from when devising their APR goals. This also determines the Professional Development that is offered by the school.

The template for the APR process will be distributed by the Teaching and Learning Deputy Principal.


At this school, we complete the APR process through the MyHR Performance Capability and Talent section on OnePortal.


More information about the APR process can be found on SharePoint.
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[image: ]STAFF POLICIES
Code of Conduct

All staff, both teaching and non-teaching, are required to have completed the DETE Code of Conduct Training to ensure universal awareness of this policy. Staff who have not completed this training, can access a self-paced training program found on the One Portal Website (only
accessible from School) at http://education.qld.gov.au/corporate/codeofconduct/index.html

DET Policy Information

All policies relating to DETE, including school based, state level, governing acts, EPPR can be found on OnePortal. Please note connection to the schools or DETE network is required to access this information.
https://oneportal.deta.qld.gov.au
Please note: an MIS ID (used to access network and email) is required to access this site.
Teaching Staff Leave Policy
Minimum notification of leave:
Applications for leave should be submitted as soon as possible in order to maximise the time available for decision making and planning for replacement staff. The minimum notification period for Long Service Leave and Special Leave is TWO clear terms notice. Where an application for leave is made with insufficient notice the leave application will not be approved unless there are sufficient special circumstances to warrant consideration of the leave application.
Applications for leave must be completed on the correct form which is available through OnePortal or through the Human Resources Deputy Principal.
Leave Conditions:
· A minimum of five working days duration to facilitate the engagement of a replacement temporary teacher;
· Leave will generally not be approved on both sides of the vacation period;
· Leave will generally not be approved more than once per year for a single staff member;
· Leave will generally not be approved for the last two weeks of Term 4 as contracts cannot be hired to replace teachers;
· Leave will generally not be approved during peak periods and important teaching, assessment and reporting cycles.
Please note: The school is not responsible for any loss of money if staff have booked travel arrangements prior to a leave application being approved.
Process for applying for leave:
1. Prior to submitting leave, staff are expected to check their leave entitlements through OnePortal in order to ensure they meet the pre-requisite conditions of the leave type they are applying for. Staff are also expected to check their leave balances through MyHR.
2. Staff should discuss their anticipated leave dates with their Head of Department or Line Manager to ensure other teachers with the same skills are not absent at the same time.
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3. [image: ]Leave applications must be submitted to the Human Resources Deputy Principal who will enter leave dates into the whole school leave calendar and table any applications at the following Executive Team meeting. The outcome from this meeting will be either:
a. Leave Approved (signed by the Principal or HR Deputy and faxed to regional office)
b. Leave Deferred (request for further information on leave type incorrect, special circumstances or not meeting the conditions outlined above)
c. Leave Not Approved
Decision Making Timelines:
It is the intention of this policy to ensure that decisions about leave are made and communicated to staff in a timely manner. The outcomes of a leave application will be communicated to the applicant staff member ordinarily within 2 school weeks of the application being received.
Discretionary Leave Situations
It is possible that a situation occurs that would prevent you from coming to school. If this does happen it is the staff member’s obligation to contact the school and discuss the situation with the principal (as soon as is practicable). It is the responsibility of the staff member to collect and submit appropriate documentary evidence to support their claim for paid discretionary leave. It is the responsibility of staff to plan travel such that it does not adversely affect work commitments.
An emergent situation due to travel in most circumstances would not be granted as paid discretionary leave as appropriate travel insurance will cover loss of income due to an unforeseen change of travel details.
Notification of relevant parties:
It is expected that teaching staff have discussed their leave applications with their Faculty HODs prior to submitting the leave application.
Post consideration of the leave by the Executive Team, the Human Resource Administrator will notify teaching staff of the outcome. This will ordinarily be via MyHR.
End of year:
Teaching staff will generally not be granted short duration leave during the last 2 weeks of the school year (a significant period of LSL or Special leave may be considered). Leave which occurs over the last 2 weeks will only be approved at the operational convenience of the school. This is due to the special staff considerations in operation during that time of the year. Only in cases of extreme special circumstances will a leave application for this period be considered.
Promotional positions external to the school:
Staff are expected to inform the Human Resource Deputy Principal and School Principal of any temporary promotional positions they wish to apply for, external to the school. The Principal has the right to deny release of a staff member for an acting position (temporary relieving above level) if sufficient time has not been provided to find a suitable replacement. It is protocol to inform the Principal for any promotion a staff member is applying for as the panel chair will almost always contact the Principal for a reference check.
Note: It is essential for the Executive Team to be aware of staff aspirations for promotion and would expect this to be reflected in their Annual Performance Review conversations. This will allow for ample time for formal references to be developed and appropriate projects to be worked through within the Aspirant Program.
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[image: ]Professional Development

Professional Development is necessary to ensure that employees are provided with opportunities to gain skills and strategies, knowledge and experience that create a dynamic professional environment focussed on quality teaching and learning. To retain QCOT registration, all teachers are required to complete a minimum of 20 hours of professional development in any calendar year.
Accessing Professional Development

Each year a portion of the school budget is allocated to staff professional development.
In consultation with their HOD or Line Manager, teachers are invited to apply for professional funds that provide opportunities for access to programs/courses/seminars etc. which provide opportunity to develop curriculum and/or teaching strategies.
Staff can access Professional Development by completing the professional development form found on SharePoint, discussing their request and any provision for re-claiming any planning and correction time impacted by attending the PD, with their HOD or Line Manager and submitting a completed application through their HOD /Line Manager to the relevant Deputy Principal, for tabling at the weekly Executive Team meeting. Further details regarding access to outside school opportunities are available on page 11 of this handbook.
Education Queensland has also created the ‘LEARNING PLACE’ which provides teachers with access to a range of tools designed to assist in the teaching and learning process. This is a really exciting website – worth checking out as there are lots of resources.
Finally, throughout the year, staff will be offered Professional Development which is provided “in house”. Some of these programs may be mandatory requirements of Education Queensland. Other “in house” PD may include whole school approaches eg. ASOT, Behaviour Management etc.
All staff are encouraged to take up Professional Development opportunities. Priority will be given to professional development activities which align to school strategic priorities / improvement agenda and supports staff in their identified and agreed goals on Annual Performance Development Plans. Staff are encouraged to accept personal responsibility for identifying areas/skills they would like to gain or improve and seek out learning opportunities to do so.
All Professional Development is tracked to ensure equity across all staff.
Student Protection Policy
All Staff – teaching and non-teaching are required to annually review the DET Student Protection Policy to ensure they are aware of their responsibilities under this policy. The policy and relevant information can be found on the One Portal Website (can only be accessed from School).
https://oneportal.deta.qld.gov.au/SearchCenter/Pages/Results.aspx?k=student%20protection&s=OnePortal
Staff Dress Standard Framework
This document has been created with consultation from the staff of Albany Creek State High School, along with QTU Advice, dated July 2017 Teachers’ Rights on Clothing and Dress Standards in School, consultation with Lin Esders (Metropolitan North QTU Organiser) as well as the Code of Conduct for the Queensland Public Service (the Code) in relation to Personal Appearance.
The Standard of Practice provides guidance on the application to our daily work of the four ethics principles set out in the Public Sector Ethics Act 1994 and the Code. Principle 1.5 requires
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[image: ]employees to “demonstrate a high standard of workplace behaviour and personal conduct”. As representatives of the department, we are reminded that “it is essential we ensure that our personal appearance and presentation is professional” (p. 11).
In addition, if an employee is wearing a departmental uniform, or is otherwise identifiable as a departmental employee while off duty, they are expected to avoid conduct which may adversely affect the image of the department.
Departmental employees have an obligation to dress appropriately and in a manner that:
· Maintains respect
· Establishes credibility, and
· Upholds the good reputation of the school, the Department and public education
Employees must ensure their personal appearance and presentation are clean, tidy and appropriate for their workplace and consider appropriate Workplace Health and Safety requirements of their role. The expected standard is clothing of a modest, and appropriate dress standard. Employees must not wear inappropriate clothes such as thongs, ripped or dirty clothes, or clothes with inappropriate slogans or language (for example advertising for tobacco or alcohol).
Each of us also needs to ensure that in compliance with our duty of care under the Work Health and Safety Act 2011, and the requirements of the Code, we do not wear clothing or footwear that could put our own workplace health and safety at risk.
When determining dress:
· Employees are required to comply with relevant industry Health and Safety regulations as they apply to protective apparel eg appropriate shoes, protective clothing, safety glasses and sun-safe attire. Footwear must be sensible and suited to workplace and industry standards (refer to WPH&S footwear policy).
→ When completing practical work in workshops, kitchens, science labs and art rooms footwear
· must provide adequate protection and enclose the foot:
→ When out in the sun or on playground duty, staff are encouraged to model our school’s Sun
· Smart Policy:
· Employees involved in sport and organised physical activities or classes are required to dress appropriately for their role in organising these activities.
· Staff are encouraged to wear clothing that does not reveal undergarments, nor is suggestive or revealing (for example, undergarments should not be visible under thin strapped tops). Employees should also bear in mind the appropriateness of standards of dress in relation to the age of students they will be interacting with. This includes lengths of skirts, shorts and dresses.
· At formal school events, including but not limited to, awards night and formal assemblies such as ANZAC Ceremony, staff dress should reflect the calibre of the event and the individual’s specific role in the event.
· Standard of dress for practical areas needs to reflect industry standard for the types of activities and materials being used. These tend to be either physical activities (PE, Dance, Drama) or material and/or chemical based activities (Art, Home Economics, Industrial Arts, Science). Both require clothing that is hard wearing and durable, (adhere to the use of PPE as per WHS requirements).
Excursion Planner
Variations to school routine include activities such as excursions, performances, competitions, camps, year level or whole school activities which will result in either a change to the student’s normal day classroom routine, involve leaving the school grounds or incur a cost to be met by students. These must be authorised by the relevant HOD and the Executive.
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[image: ]The OneSchool Excursion Planner contains all of the steps required for a Variation to School Routine and must be completed and submitted within the timelines given in the excursion policy. Please ensure that you have consulted with your Line Manager prior to any excursion planning process.
Further information, including timelines can be found in the network folder at the link below. G:\Coredata\Common\School Policies\Excursion

Accident Protocols
Students
When a student is injured the supervising or witnessing teacher is required to complete an Incident Report via the OnePortal website accessible from the school’s SharePoint page. More information can be found on the following page. https://myhr-whs.deta.qld.gov.au
When students report directly to Learning Engagement Centre (LEC – M16) during a break following an injury or accident in the playground, the Learning Engagement Centre (LEC – M16) will be responsible for completing the necessary report.
If the injury needs attention the student should be referred through to Learning Engagement Centre (LEC – M16). Where necessary the Learning Engagement Centre (LEC) will contact the ambulance or parents.
It is important that this be adhered to strictly as there are legal implications for future years if incidents become the subject of litigation or investigation. Staff who do not complete these reports may find themselves exposed to these procedures.
Staff

If an injury occurs while carrying out duties staff are required to complete an incident report through the same system. Please ensure that this is addressed as it is necessary for work cover claims. These records are checked by auditors when conducting school audits.


Incident Reporting In MyHR and WH&S
An incident is any unplanned event resulting in, or having a potential for injury, ill-health, damage or other loss. Staff are required to fill in the incident document located in One Portal. The instructions for filling out the document can be found in the WHS folder in SharePoint – Record an Incident.
This document provides a step-by step guide to recording an Incident in the MyHR Workplace Health and Safety application (MyHR WH&S), including the sub-forms that are required to be filled out. Notifications produced as a result of the creation of an Incident Record are also noted.
The ‘Workplace Health and Safety Act 1995’, ‘Workplace Health and Safety Act 1995 Regulation 2008’ and the ‘Electrical Safety Act 2002’, ‘Electrical Safety Regulation 2002’ require all Queensland workplaces to record, and in some instances notify the Workplace Health and Safety Queensland of health and safety incidents. Our department must comply with these legal obligations.
Incident Records contain confidential data that must abide by the ‘Queensland Information Privacy Act 2009’, ‘Code of Conduct’ and ‘DET Code of Conduct Standard of Practice’ to ensure there is no conflict of interest involved in the management of incident records.
Full details of an incident should be recorded (not just the mandatory fields) to ensure that the record is clear and precise. This enables the staff members receiving the email notification to have a clear picture of the incident. Full details also assist when incidents are the subject of an investigation, escalated to HR or result in a legal matter.
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[image: ]The Stages the report goes through before being signed off by the Principal.
New	On initiation of a new Incident Record
Submitted	Incident Record created, saved and submitted for Review.
Email notifications sent to staff member, staff member’s supervisor, WHSO &
Principal.

Reviewed	Incident Record reviewed by Supervisor and saved
Email notifications sent to staff member, staff member’s supervisor, WHSO &
Principal.

Investigation	Principal reviews incident and assigns Investigator
Pending	if required. (Investigator must have completed training)
A Health & Safety Investigator has been assigned but Investigation not yet commenced.
Email notifications sent to staff member, staff member’s supervisor, WHSO &
Principal.

No Investigation	Where the response to ‘Investigation required?’ on the Assign
Required Awaiting	Investigator page = No.
Sign Off
Investigation Completed	Investigator conducts investigation, writes report & provides
Awaiting Sign Off	recommendations. Where the response to ‘Is the Investigation
complete?’ on the Investigation page = Yes.
Email notifications sent to staff member, staff member’s supervisor, WHSO &
Principal.

Signed Off and	Where the response to ‘Finalise this record?’ on the
Closed	Finalisation Officer in Charge page = Yes.
Email notifications sent to staff member, staff member’s supervisor, WHSO &
Principal.

If you have any questions or need help please contact: Alison Read, HoD Design and Technology
Student Medication

School staff are not permitted to administer unprescribed medication. This includes headache tablets such as Panadol, Nurofen etc.
If a student needs to take medication prescribed by a doctor during the school day and parents wish school staff to administer this medication, the following procedures must be followed:
· A parent or guardian must request the administration, in writing, to administer the medication
· The dispensing pharmacist’s directions for administration of the medication must be written on the container
· The completed form and medication must be handed in to the student administration, where the medication will be kept in a secure place
· An official register for the administration must be maintained and must contain a record of all occasions when medication is administered to a student
· Each entry in the register is to be completed by the authorised person administering the medication, immediately after the medication is administered.
If these procedures are not followed, school staff may not administer the medication.
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[image: ]School Letterhead:
Any outgoing letters using school Letterhead MUST be signed by the Principal.

School Ceremonies and Special Events:
The school has developed a number of traditional ceremonies during the course of the year. These include:
Investiture Ceremony (Senior / Junior) School Anzac Ceremony
Year 12 Graduation Ceremony Awards Junior and Senior Sports and Awards Awards Evening Dance Showcase Music Night
Year 12 Art Exhibition
Staff are encouraged to support these events and be in attendance. Staff are requested to review the Staff Dress Policy to inform on the most suitable attire for special events.

School Intranet:
Albany Creek State High School has a school intranet SharePoint site. Your web browser default home page when at school is set to this. You are able to access this from anywhere on any device.

School Website:
ACSHS has a school website. The address is www.albanycreekshs.eq.edu.au
Purchasing and Procurement
EQ and ACSHS have VERY strict guidelines on purchasing and procurement. Only staff who have been trained in Purchasing and Procurement have the delegation and ability to purchase. Please refer to the links below for full details.
UNDER NO CIRCUMSTANCES ARE YOU TO PURCHASE ANYTHING ON YOUR PERSONAL
CREDIT CARD. You will not be entitled for a reimbursement of that purchase.
Recent changes to the department’s Purchasing and Procurement Procedure and delegations have been introduced to reduce paperwork and administration for staff, and improve business processes for the department. Please visit OnePortal to find out more.
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[image: ]ACSHS CRITICAL INCIDENT PLAN
Rationale
There are a number of options in which we can respond to an emergency. An emergency does not automatically mean that the occupants evacuate the workplace.
The following options are available to the Chief Warden:
· Evacuation
· Lockdown
· Shelter-in-place
· Do nothing.

Evacuation
The school would be evacuated when it is determined that life is threatened if the occupants were to remain in place. An evacuation could be ordered for the following emergency types:
· Fire
· Bomb threat
· Biological or Radiological threat
· Hazardous material spills
· Building damage.

Lockdown
A Lockdown is designed to protect occupants from an internal or external imminent threat. The school can be locked down for a variety of reasons. The lock down strategy may be used in the following cases:
· Police pursuits
· Grounds intruders
· Any other event where it is deemed that students and staff will be safer inside than outside. NOTE: All suspicious activities are to be reported to the office.

Shelter-In-Place

(This option is initiated with a public address giving the reason for this action).
Shelter-in-place protects occupants within the buildings they currently occupy without locking the workplace. This option is where there is no immediate threat to the structure of the workplace and its occupants. An attempt to evacuate occupants from the workplace is likely to expose them to more danger than if they remain in place.

Examples include:
· Fire in adjacent property or bushland
· Hazardous spill in an adjacent property or street
· Dangerous weather conditions.

In the event of an emergency and the school has to evacuate off site, all students are staff are to evacuate to Lemke Park at Jagora Drive, Albany Creek.
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[image: ]Do Nothing
This option means there may be an emergency, but there is no risk to workplace occupants. An example is a medical emergency.
Summary of Bell Sequences: (approximately 3 minutes during drills)
· Fire evacuation- Whoop, Whoop, Whoop.
· Lockdown- Short increasing tones
· All clear- P.A. Announcement followed by end of lesson bell.

Any queries can be directed to Alison Read HoD Design and Technology


CRITICAL INCIDENT MANAGEMENT PLAN
· Ensure easy access to all buildings
· Display emergency numbers near every staffroom phone
· Communication – if no access to P.A. – dial ‘000’
· First Aid kits around the school (Manual Arts, Home Economics, Administration, Science and HPE, Special Needs, K Staffroom and Cleaner’s Room)
· Inform staff of emergency procedures
· Key staff with first aid training.

Teacher Instructions for Evacuation:
Evacuation Alarm Pattern: (Whoop, Whoop, Whoop – rising tone)
1. On hearing the Evacuation Alarm, you are to:
· Assemble all students in the class ready for evacuation
· Check to ensure all students are present
· Check the room for unusual objects
· Evacuate the classroom using the safest planned route
· Proceed to the Holding Area
· Organise students into a line for roll checking and preparation for possible further evacuation
· Check attendance of students from class rolls and report absences to Assembly Area Warden
· Await instructions from Chief Warden.

2. If necessary (i.e. an instruction from the Chief Warden, issued through the Assembly Area Wardens), students should proceed from Holding Areas, under the direction of staff, to the Assembly Area on the Oval/Park behind Woolworths. Here students assemble in Roll Classes and Roll Class Teachers will mark rolls.
3. If you are not committed to a class at the time, and do not have a specific duty under this plan, you are to report to the Assembly Wardens for special duties.
4. If the emergency takes place in your classroom or affects your classroom you are to:
· Evacuate the classroom using the safest planned route
· Notify the rest of your block as you evacuate
· Ensure admin is informed (e.g. send two students to the office).
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[image: ]Teacher Instructions for Lockdown:37

Lockdown Bell Pattern: Short repeating monotones
In Class Lockdown
· All students are to remain in the classroom, out of view if possible
· Under the teacher’s supervision all windows and doors are to be closed and locked
· Air conditioners are to be switched to recycle or off
· The supervising teacher is to record the names of students in the room
· All occupants of the room are to remain inside and await further instruction.

Students on The Oval During Class Time
· Students are to proceed to the nearest class - unless that will place them in obvious danger
· All students are to remain in the classroom out of view if possible
· Air conditioners are to be switched to recycle or off
· Under the teacher’s supervision all windows and doors are to be closed and locked
· The supervising teacher is to record the names of students in the room
· All occupants of the room are to remain inside and await further instruction
· Visiting schools are to accompany an Albany Creek staff member to a classroom.

Lockdown Procedure During Breaks or Outside of School Hours
· A message is to be sent to the nearest staffroom and relayed to the office
· Teachers are to gather students from outside of buildings and direct them into classrooms. Students are to proceed to the nearest classroom and stay out of view if possible
· All students are to remain in the classroom
· Under the teacher’s supervision all windows and doors are to be closed and locked
· Air conditioners are to be switched to recycle or off
· The supervising teacher in that classroom is to note the names of the students in the room
· All occupants of the room are to remain inside and await further instruction
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PERIOD  MONDAY  TUESDAY  WEDNESDAY  THURSDAY  FRIDAY  

ROLL CLASS  8.50am  –   9.00 am  8.50am  –   9.00 am  8.50am  –   9.00 am  8.50am  –   9.00 am  8.50am  –   9.00 am  

1  9.00   –   10.10 am  9.00   –   10.10 am  9.00   –   10.10 am  9.00   –   10.10 am  9.00  –   10.10am   Assembly and WAVE  

MORNING TEA    10.10am   –   10.40am  10.10am   –   10.40am  10.10am   –   10.40am  10.10am   –   10.40am  10.10am   –   10.40am  

2    10. 40 am - 11. 50am  10. 40 am - 11. 50am  10. 40 am - 11. 50am    10. 40 am - 11. 50am   TAM (Year 9)   ES E   (Years 10 - 12)    10. 40 am - 11. 50am  

3  11.50am   –   1.00pm  11.50am   –   1.00pm  11.50am   –   1.00pm  11.50am   –   1.00pm  11.50am   –   1.00pm  

  LUNCH    1.00pm   –   1.40pm  1.00pm   –   1.40pm  1.00pm   –   1.40pm  1.00pm   –   1.40pm  1.00pm   –   1.40pm  

4    1. 40 pm   –   2.50pm    1. 40 pm   –   2.50pm    1. 40 pm   –   2.50pm   WAM    (Years 7 & 8)    1 .4 0pm  –   2 . 5 0pm  1.40pm  –   2 . 5 0pm  
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Four rounds of collegial engagement take place each year — 1 per term. There are 2 compulsory options including 1 Pedagogy Scan and 1 Leadership
Support. The remaining two rounds allow a choice of any non-evaluative reflective practice options. The same option may not be repeated multiple
times in the same year. Options can be taken in any order. All forms of Collegial Engagement must be completed by the end of Term 3.

COLLEGIAL ENGAGEMENT

STRATEGIC PLAN
2021 - 2024

REFLECTIVE PRACTICE

PEDAGOGY SCANNING
Purpose: to seek feedback on lesson
design and pedagogy

- Entirely confidential

- Initiated by the observed teacher
- Scheduled with prior notice

- 30 mins in duration

- Debrief reflection scheduled at a
later date

- Feedback conversation occurs
(using cooperative norms)

LEADERSHIP SUPPORT

Purpose: to work collaboratively with
a member of the Leadership Team to
support a focus area of practice

- Initiated by the teacher

- Includes coaching-style conversation
to identify teacher's practice goal and
actions to support

- May include co-delivery of practice,
modelling of practice or observation

- Follow-up support conversation
includes feedback on actions and
process (using cooperative norms)

CLASSROOM PROFILING
Purpose: to seek feedback on
classroom management and use of
Essential Skills

- Entirely confidential

- Initiated by the observed teacher
- Scheduled with prior notice

- Approx 30 mins in duration

- Debrief reflection scheduled at a
later date

- Feedback conversation occurs
(using cooperative norms)

1 Pedagogy Scan + 1 Leadership Support
+ 2 Rounds Selected from all Options

BE OBSERVED

Focused Observation

Purpose: to seek feedback from a
colleague on a specific aspect of
teaching practice

- Initiated by the teacher being
observed

- Scheduled with prior notice

- Pre-communicated focus that
supports APR goals

- Approx 15 mins in duration

- Pre-established and communicated
observation tool

- Feedback conversation occurs
(using cooperative norms)

BE OBSERVED

Student Feedback

Purpose: to reflect on own practice
and engage in reflective discussion
with & mentor

- Entirely confidential

- Initiated by the teacher being
observed

- Scheduled with prior notice

- 1 week turnaround

- Mentoring reflection scheduled with
a mentor

- Reflection conversation occurs with
guidance from the mentor

OBSERVE AND REFLECT

Focused Observation

Purpose: to view colleague’s teaching
practice in order to reflect and extend
capability

- Initiated by the observing teacher

- Scheduled with prior notice

- Pre-communicated focus that
supports APR goals

- Approx 15 mins in duration

- Pre-established and communicated
observation tool

- Feedback conversation occurs
(using cooperative horms)

OBSERVE AND REFLECT

Self Reflection

Purpose: to reflect on own practice
and engage in reflective discussion
with a mentor

- Teacher records lesson using Swivl
or other device

- Teacher views recording and
completes reflection using an
observation tool

- Mentoring reflection scheduled with
a mentor

- Reflection conversation occurs with
guidance from the mentor




image22.jpg
COLLEGIAL ENGAGEMENT

STRATEGIC PLAN
2021 - 2024

Teacher:
Teacher Signature: Date:

Individualised Collegial Engagement Plan- to be discussed with your Head of Department
during Phase 1 of your APR

Round | Reflective Practice Planned Engagement Colleague Date
Timeframe Colleague Signature Completed

1

2

3

4

Required rounds (1 x each)

Pedagogy Scanning/ Profiling
Leadership Support

Optional rounds (select 2)

Pedagogy Scanning

Leadership Support

Classroom Profiling

Be Observed: Focused Observation

Be Observed: Student Feedback

Observe and Reflect: Focused Observation
Observe and Reflect: Self-Reflection
Critical Thinking Toolkit Observation

Completed plan to be submitted to Teaching and Learning DP at the end of the
Phase 3 APR meeting with your HoD.
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PEDAGOGY SCANNING For observing pedagogical practice

Teacher selects a scanner from list of trained Pedagogy Scanners

Teacher and scanner agree upon lesson to be scanned (booking cover for the
scannner if required) and discussing nature of lesson (phase of learning, etc.)

Scanner attends lesson from 30 minutes using the scanning sheet to collect
observations which will inform the reflection conversation

At a convenient time, teachers meet up and conduct reflection conversation
according to scanning guidelines and leaving the scanned teacher with the
scanning sheet

LEADERSHIP SUPPORT

Teacher selects a member of Leadership Team (HoDs, Deputy Principals,
Principal, GOs) to arrange initial coaching-style conversation

Teacher and member of Leadership Team engage in coaching-style
conversation, identifying teacher’s practice goal and actions to support

Member of Leadership Team enacts observation or co-teaching or modelling of a
lesson as support for teacher learning

Teacher and Member of Leadership engage in one further coaching-style
conversation, unpacking and reflecting on support measure with view to future
practice

CLASSROOM PROFILING For observing behaviour management in the classroom

Teacher selects a profiler from list of school Classroom Profilers

Teacher and profiler agree upon lesson to be profiled (booking cover for the
profiler if required)

Profiler attends lesson from approximately 30 minutes using the profile sheet to
collect observation data

At a convenient time, teachers meet up and conduct reflection conversation
according to profiling guidelines and leaving the profiled teacher with the profile
sheet
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BE OBSERVED Focused Observation

Observed teacher chooses a colleague to conduct the focused observation

Observed teacher approaches colleague and seeks agreement

Teachers agree on observation focus, lesson to be observed and the
observation tool to be used (booking cover if required)

Colleague attends Observed teacher’s lesson for approximately 15 minutes and
uses the agreed observation tool to make notes about the observation focus

At a convenient time, teachers meet up and conduct debrief conversation
according to ACSHS Observation Debrief Guidelines. Each teacher takes a
copy of the completed observation tool

BE OBSERVED Student Feedback

Teacher chooses class/es and focus to receive feedback on

Teacher sets surveys and sends students the link

Teacher shares survey link with class and has them complete

Reflection conversation occurs with guidance from the mentor in relation to data
gathered
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“OBSERVE AND REFLECT” Focused Observation

Observer identifies possible colleague they would be interested to observe

Observer approaches colleague and requests permission to conduct a focused
observation of a segment of one of their lessons — colleague agrees

Teachers agree on observation focus, lesson to be observed and the
observation tool to be used (booking cover if required)

Observer attends colleague’s lesson for approximately 15 minutes and uses the
agreed observation tool to make notes about the observation focus

At a convenient time, teachers meet up and conduct debrief conversation
according to ACSHS Observation Debrief Guidelines. Each teacher takes a
copy of the completed observation tool

“OBSERVE AND REFLECT” Self-Reflection

Teacher records own lesson using swivel or other recording device

Teacher views the recording and uses an observation tool of their choosing to
complete a reflection of their teaching practice

Teacher meets with a mentor (Beginning Teacher Mentor, T&L Mentor, HoD) to
discuss their reflection according to ACSHS Observation Debrief Guidelines.
Teachers cannot sign this off for themselves.
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Focussed Observation Tool

Subject Period: Agreed Observation F

FirstFive (entry nto room, Leaming Goals/Sucoess Criteria, Links to Previous Knowledge, Warm Up)

Classroom Management (Organisation, Routine, Clear Expeciations, Pace of Lesson, Withiness)

‘Curiculum (Explcit Instruction, Effective Resources, Appropriate Level, Cognitons, Diferentiation)

Pedagogy (Approprite activites for stage of nit —new knowledge/deepening, Student Engagement)

Final Five (Link back to Leaming Goals/Success Creria, Chec for Understanding, Where to Next?)

Feedback discussion completed on:

Teacher's Signature Observer's Signature. i
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