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FROM THE PRINCIPAL

Welcome to the Damascus College community for the 2017 school year. This document is designed to inform you
about the organisation and day-to-day operation of Damascus College and is updated regularly and can be located
on the College website. It is one of a series of publications which the College produces to inform students and
parents/guardians. This information document should be read in conjunction with the information pages on the
website and student handbook. VCE students are also issued with a copy of the College's requirements for matters
associated with the undertaking of VCE units at Damascus College. An updated version of the VCE handbook is
available on the College website. Families are asked to keep a copy of the Parent Information Booklet in a handy
place at home as a ready reference guide to Damascus College.

During the year, the College will publish a weekly newsletter, Damascus News, to keep you informed about what
has happened and coming events. Notification of the newsletter is distributed each Wednesday by email.
Damascus News is available on the Damascus College website: www.damascus.vic.edu.au in the ‘News & Events’
section. Sometimes the newsletter may spell out in more detail some matters referred to in this handbook.

If at any time you have a particular concern regarding your son or daughter, or a question regarding the operation
of the College, do not hesitate to contact the College. Early contact between the College and a family can often
easily solve an issue and prevent a significant problem developing.

| look forward to welcoming you to the College during the school year.

MATTHEW BYRNE
Principal
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STRATEGIC DIRECTIONS - 2016 - 2020

Our Vision

Damascus College is a dynamic Christ-centred learning community that values each member and is committed to
inspiring and challenging students to reach their potential and contribute confidently to the global community.

Our Values
At Damascus College we value:

e our founding traditions and Mercy heritage;

e aquality learning environment enabling student success and wellbeing;
e acommunity of compassion, justice, pastoral care and responsible stewardship of our environment;

e collaborative leadership;
e quality resources and

e partnerships with the wider Catholic community, the local Ballarat area and other education providers.

DAMASCUS COLLEGE LOGO

The Damascus College logo design incorporates:

the Light symbolising conversion (stars of the Southern Cross)
the Cross, the Christian symbol

The College motto "TO LIVE BY THE LIGHT OF CHRIST" is a challenge and a call to conversion.

The College colours are gold, navy blue and maroon.

the Eureka symbol to identify location within the Ballarat community
three schools merged into one (signified by the ends of the cross starting as three, merging into one)
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THE NAMING OF THE SCHOOL

Damascus is the name of the capital of Syria, the land of my paternal grandfather. It is a fascinating city with a
history spanning three millennia. The Acts of the Apostles is a work attributed to a Christian writer named Luke
who wrote a two-volume work towards the end of the first century CE. Acts is an apologetic history. In other
words Luke was defending Christianity as a legitimate religion within the Roman Empire. He incorporated a
number of dramatic novelistic elements into his story and some of them are to be found in the story of the
stunning about turn in the life of a Pharisaic Jew, Saul of Tarsus.

According to the story, Saul (Paul is his Roman name) is fanatical in his attempt to wipe out the new Christian
Jewish movement that formed around Jesus of Nazareth. He supervises the stoning of Stephen, one of the
movement’s key leaders. He terrorises the members. Many of them are arrested and imprisoned. Others leave
Jerusalem in fear and scatter to the country districts of Judea and Samaria. Paul seeks authorisation from the
Jerusalem High Priest to arrest the Christians in Damascus and bring them to Jerusalem. These people were known
in the city as the followers of the Way.

As Paul approaches Damascus, he has a blinding vision, a sudden realisation that he is perpetrating a terrible
injustice. He comes to accept Jesus as Messiah or Christ and becomes just as intent on promoting the movement
as he had been on eradicating it. From that time on, Paul lives by the light of Christ and brings others to do
likewise. In his own correspondence, Paul writes of his experience as a resurrection appearance, an experience
that transformed his life in the same way as the resurrection transformed the lives of the first disciples.

‘Damascus’ is an interesting name for our school. In the Acts of the Apostles, the capital of the Roman Province
of Syria is the setting for the story about the mercy of God operating powerfully in the life of Paul. Appropriation
of this name links the traditions of two Mercy schools with a school sponsored by the local parishes and named
after Paul of Tarsus. The ‘Damascus Road’ story is one of new insight, of transformation and commitment. It is a
foundation story in the life of the church about the power of God to turn around even the most fanatical of
adversaries. It is a story of inclusion and forgiveness, a story of hope and promise in a new future.

Through the mercy of God, the Damascus College community continues the tradition of grounding in new times
and new ways the transformative gospel that Paul came to accept. Damascus brings the Mercy tradition and local
church into partnership for the sake of God’s reign. Individually and collectively we, the members of the Damascus
College community, commit ourselves to keep on living by the light of Christ.

Written by Sr Veronica Lawson RSM
(August 2008)
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ORIGINS

Damascus College, established in 1995, has its origin in three Colleges, Sacred Heart College and St Martin's in the
Pines were owned and administered by the Sisters of Mercy, St Paul's College was a regional school, supported
by local parishes conducted by the Christian Brothers.

The congregation of the Sisters of Mercy had its formal beginnings in Ireland in 1831. Its Foundress, Catherine
McAuley, in response to the needs of the time, established an institution for the care and education of less
advantaged girls and young women. Since that foundation the congregation has continued to act in response to
contemporary needs in society.

In 1881, as part of this heritage, the Sisters of Mercy established Sacred Heart College in Ballarat East for students
from Preparatory to Year 12. The Primary students were later moved to St Francis Xavier College. In 1967, a
separate Campus for Years 11 and 12 girls was developed at Mt Clear to form Sacred Heart Senior College, St
Martin's in the Pines. In 1988, this Campus became co-educational, with boys mainly from St Paul's College.

The Christian Brothers were founded in Ireland in 1802 by Br Edmund Rice to educate the sons of poor and
oppressed Catholic families. The Brothers provided the education whereby these boys gained some control of
their lives.

When the Bishop of Ballarat, Most Reverend James O'Collins established St Paul's College in 1948, he invited the
Christian Brothers to continue their work for boys through the provision of technical education.

Based on the philosophies of the founders, the colleges offered a broad education for boys and girls to prepare
them for future life choices. Sacred Heart College offered a comprehensive education for girls from Years 7 to 10.
St Paul's College emphasised the development of technical skills within a comprehensive Year 7 to 10 curriculum
for boys. St Martin's in the Pines continued this broad education in an atmosphere and an environment
appropriate to students about to complete their secondary education.

Damascus College operated as a dual campus school from its conception in 1995. The Victoria Street campus was
the home of the College junior students and the Mt Clear campus was the home of the senior students.

After sixteen years as a two campus college, 2011 saw the consolidation of the College to one campus at Mt Clear.

Today, Damascus College is a Catholic co-educational secondary College co-sponsored by the Sisters of Mercy and
the parishes of Greater Ballarat. The College provides Catholic secondary co-education for day students in Ballarat
and surrounding areas on a beautiful 22 hectare site at Mt Clear.

NAMING OF BUILDINGS

With the refurbishment and building of new facilities in 2009 it was decided to recognise the origins of
Damascus College by the naming of a number of buildings. Sacred Heart Wing houses the senior students, St
Martin’s Resource Centre — Library, St Paul’s Arts and Technology Wing and the Mercy Administration Wing.
In 2014 the other buildings at the College were formally named at the Opening Mass: The Bishop Connors Wing
which contains Our Lady of Mercy Chapel and middle school classrooms; the Genevieve McDonald Science
Wing and the Valda Ward Auditorium as well as the Catherine McAuley Wing, housing the Junior School
Classrooms. The new liturgical elements of Our Lady of Mercy Chapel including the altar and ambo were blessed
by Co-Governor Fr Adrian Mclnerney on Monday 24th February 2014 at the first Mass in the presence of the
Year 12 students and invited guests.

LOOKING FORWARD

Damascus College has proven to be the contemporary educational provider in the Ballarat community, forming
and transforming to meet the changing needs of young people in Ballarat and its surrounds. Damascus continues
to explore ways of addressing the educational needs through innovative learning and teaching, extensive ICT and
modern facilities.

GOVERNORS

The Co-Governors of Damascus College are Sr. Berenice Kerr RSM (Leader of Community South B Institute of the
Sisters of Mercy of Australia and Papua New Guinea) and Fr. Adrian Mclnerney (Representing the Canonical
Administrators of Ballarat and District).
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DAMASCUS COLLEGE LIMITED

Damascus College is a company limited by guarantee and the College Board is responsible for the management of the College
within the terms established by the sponsors, the Sisters of Mercy and the Canonical Administrators of the Parishes of greater
Ballarat. The Board meets regularly to establish and review general policy, to receive regular reports from the College
Principal, to consider the financial situation and to undertake long-term strategic planning for the College. There are a
number of sub-committees which assist the Board in this work and from time-to-time, a Working Party is established for a
specific task. Through this structure there is the opportunity for parents/guardians to be involved in the governance of the
College.

If a parent/guardian wishes to bring a matter to the Board, this should be done through the Chairperson of the Board. An
executive meeting is conducted one week prior to each Board meeting to determine the agenda and to determine which
matters out to be considered by the Board.

The Board Chairperson is currently Mr Joe Cahir. The Annual election under the terms of the Constitution is held at the AGM
which takes place in May. The Chairperson of the College Board may be contacted through the Damascus College Office.

The Board Committees are as follows:
Chairperson

CATHOLIC SCHOOL CULTURE Lucy O’Beirne
FINANCE Bill Slatter
SCHOOL COMMUNITY Jane Collins
LEARNING AND TEACHING Brendan Maher
STUDENT WELLBEING Amanda Western

Members of the Board are as follows:
Joe Cahir (Chair)

Michael Myers (Deputy Chair)
Paulene Barton

Brett Bryant

Dr Stephen Carey

Jane Collins

Dr Elizabeth Dowling RSM

Brendan Maher

Fr Kevin Maloney

Bill Slatter

Lucy O’Beirne

Marc Amos

Amanda Western

College Principal: Matthew Byrne (Executive Officer)

POLICIES ADOPTED BY THE COLLEGE BOARD

The College has a wide range of policies relating to the strategic areas of school improvement and these policies are
available on the College website. These policies have been adopted by the Board.

THEME 2017

Each year the College chooses a theme to frame its liturgies. Cyclically the College uses the College motto as its theme to
allow a deeper understanding of it. In 2017 the College theme will be the College motto; “To live by the light of Christ”.

6|Page



COLLEGE INFORMATION

ADDRESS
COLLEGE OFFICE HOURS

CONTACT NUMBERS
General Office
Email

Homepage

1412 Geelong Road, Mt Clear 3350
Office hours are 8.00am —4.30pm

Phone: 03 5337 2222
info@damascus.vic.edu.au

www.damascus.vic.edu.au

Fax: 03 5330 2366

or principal@damascus.vic.edu.au

Students are encouraged to use the College Office in the case of illness, delivering notes from parents/guardians,
payment of money, handing in valuables to be minded and reporting late arrival. Please note that students cannot
normally be contacted by parents/guardians during the day unless the matter is urgent.

Students are to use the ‘Student entrance’ to the Administration area.

STAFF
Principal

Deputy Principal

Assistant Principal - Student Wellbeing

Assistant Principal - Learning and Teaching

Assistant Principal - Catholic School Culture

Business Manager

College Counsellors

Careers Advisor
Leader of School Development

VCE Co-ordinator

Mr Matthew Byrne

Sr Marie Davey

Mrs Jo-Anne Kennedy

Mr Ashwin Pillai

Mr Tony Haintz

Mr Paul Jans

Ms Stephanie Tan-Kristanto
Miss Christie Stevens

Mrs Jessica Dunstan

Mrs Jo Lawrence

Ms Sarah Boswell

Mr Matthew Hallowell
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HOUSE SYSTEM

All members of the College community - students and staff - are members of one of the four houses. When a
student is enrolled he/she is appointed to a house and remains a member of that house whilst a student at
Damascus College. Siblings are normally placed in the same house.

This house system is the basis for the Teacher Advisor grouping of students and for many of the activities which
take place in the College. There are also inter-house activities such as Sporting competitions and Performing
Arts activities. Thus, the house system is one of the ways in which the College pastoral care system is

implemented.

The names of the four houses recognise the Catholic identity of Damascus College and the foundation schools.
The four houses are:

McAuley Catherine McAuley was the Irish Foundress of the Sisters of Mercy, who co-sponsor
Damascus College.

0O'Collins Bishop James O'Collins was the founding patron of St Paul's Technical school and was
responsible for inviting the Christian Brothers to open that school.

Rice Edmund Rice was the founder of the Christian Brothers.
Xavier Mother Xavier Flood was the first Principal of Sacred Heart College.

The Houses are:

McAuley Gold
O'Collins Green
Rice Red
Xavier Blue

The House Leader Team for 2017 is:

House Leaders

McAuley Mrs Rachel Wallbank
O'Collins Mr Dan Jans

Rice Mr Andrew Robertson
Xavier Ms Hannah Keating

Assistant House Leaders

McAuley Mr David Myers
O’Collins Mrs Deborah Larsen
Rice Ms Isabelle O'Dea
Xavier Mrs Georgia Shillito

PARENT CONTACT INFORMATION

The Teacher Advisor is normally the first point of contact regarding issues concerning your son/daughter. The TA
will either deal with the matter or advise the next step in addressing any concerns raised.

The normal sequence when seeking support is as follows:
1. Teacher Advisor (TA)

2. House Leader / Assistant House Leader

3. Assistant Principal — Student Wellbeing

4. Deputy Principal or Principal
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TEACHER ADVISORS

McAuley
Rachel Wallbank
Isabelle O'Dea
1 | MattHallowell | R2110 Michael Bennett (Asst House Ldr) / Maria Russell / R 4201
Stephanie Hoey Brian Verlaan
2 Ryan Docking R 2201 Sue-Ellen Jirik Sally Murphy / David Neate / R 4202
Cathy Prunty Jason Harrison
Donnie Deb Larsen
3 Davidson/ R 2202 (Asst House Ldr) Brendan Bawden Rod Mathews R 4203
Karen Simpkin / Tricia Brown
4 Peter Sartori R 2208 Gerard Macklin Glenn Jessup Ashwin Pillai / R 4207
Karen Goonan
5 Gail Petrie R 2207 Martin Ryan Angela Hoban Sally Balson R 4208
6 Amie Bird R 2301 Mark McLean Alan Lepair David Boadle R 4209
Megan Grant / R 2302 Jenny Matt R Georgia Shillito R 421
7 Maureen Myers 30 Montgomery at Rea (Asst House Ldr) 0
Neale
8 Brendan Doyle R 2109 Thomps_on / Keran Mewett / Rebecca R 4211
Laura Kimm Erin Copeland Anderson
9 Jeff Simpson R 2303 Paul Briody Vicki Rowe Wayne Forster R 4301
10 Nicole Burness R 2305 Julian Petrie Carmel Russell Jane McKendrick R 4302
Nancy
; Meiklejohn / Anne Giriffin /
11 Ivanka Saric R 2401 Celia Economou Andrew Seeary Greg Dow R 4303
12 | Colin Schroeder | R 2402 Loretta Kaval Alysoun Smalley Bill O’Loughlin / R 4306
Mollie Cleary
13 Gavan Walsh R 2405 Deb Hanson Jo Lawrence Ann Bawden R 4307
David Myers
14 | (AsstHouseLdn/ | po40q Sharen Wolfe Caroline Nolan Mark Courneyea | R 4308
Jen Henderson
15 Tony Haintz R 2407 Nick Yandell Trish Rowe / Matt Allan R 4309
(Catriona Sexton)

*** Where there is a shared TA — the person named first has the Assembly period on Tuesday Day 7
/ where there is a name in brackets — that person is a replacement for one or two days only with the

other having full responsibility for the TA.
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STUDENT LEADERSHIP 2017

POSITION
School Captains Eleonora Bonazzoli and Flynn Jamieson
MCcAULEY
House Captains Kirk Baine Breanna Marshall Abbey Cutler Emma Sherritt
Phoebe Bentley Thomas Robertson Ben Rofe Riley Norman
Erin O’Beirne Sarah Collins Kirsten McCarthy Mia White
Jess Rowse Aisha Azzopardi Grace Johns Camille Herbu-Louise
Year 11 SRC Castley Webb Taylah Den Ouden Chloe Keating Ash Vincent-Wade
Year 10 SRC Talia Waldron Matthew Snibson Emma Webb Lillian Jones
Year 9 SRC Hannah Mroczkowski Khloe Tuohy Kaiah McCahon Harley Smith
Year 8 SRC Hannah Magee Eliza Lamb Tiggist Temam Maya Tolliday
Year 7 SRC
CATHOLIC SCHOOL CULTURE

The Catholic identity of the College permeates all aspects of College life. All students are required to study
Religious Education from Year 7 — Year 12. The Religious Education curriculum is titled ‘Awakenings’ and it is the
mandated framework for the Diocese of Ballarat. Prayer and reflection are key components of the school day
and all students are required to take part in Liturgies and Masses throughout the year. The College recognises
that many students are not Catholic but all students are encouraged to explore their own faith identity in the
context of our Catholic tradition. Social justice is an important expression of our Christian tradition and an
exciting range of opportunities exist for young people to help others.

COMMUNITY SERVICE

Students are encouraged to participate in various community service activities within and outside the College.
This is seen as an important part of their development, and as a fulfilment of part of the Vision and Mission of
Damascus College.

JUSTICE ACTION GROUP (JAG)

Students of the Justice Action Group are encouraged to be active in the development of the College’s social
conscience by supporting causes at local, national and global levels. The regular meetings of the Justice Action
Group coordinate the College based support for Caritas Australia (Project Compassion), St. Vincent de Paul
(Winter and Christmas Appeals) and Catholic Mission (Mission Month).

MAKING A DIFFERENCE (MAD)

Students of younger levels are encouraged to participate in action for social justice by members of the Justice
Action Group. The regular meetings of the MAD offer activities appropriate to younger students that support the
ongoing work of JAG.

TIMOR-LESTE IMMERSION

Damascus College has a sister school, Santa Maria Secondary College in Ainaro, Timor Leste. Students and the
College, support our sister school by supporting the Immersion program. Year 10 students are invited to apply to
join an immersion to Timor Leste in the middle of their Year 11 year. The Immersion program raises and disperses
funds on the ground in Timor Leste, focusing on the needs of young people in Ainaro.
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CHRISTIAN PERSONAL DEVELOPMENT AWARD (CPDA)

At Year 10 level the students are introduced to the Christian Personal Development Award (CPDA). CPDA help the
students to be proactive about personal development. Through its structures and processes, CPDA brings
together the many personal development opportunities open to students in their final years at Damascus College.
There are four categories in CPDA: Action for Social Justice/Community Service, Spiritual Development, Physical
Pursuits and Other Personal Development Activities. To achieve the CPDA, students must complete 120 balanced
(at least 30 hours in each category) hours in their final two years at school.

The students will be introduced to the Award with a week of activities in Year 10. The Certificate is presented to
the student at the end of Year 12.

SUPPORT OF COLLEGE, PARISH, DIOCESAN AND COMMUNITY EVENTS

Students are regularly invited to act as assistants and supporters of College events including Open Days and
Information Nights, Front of House at College Productions and serving or waiting at College Dinners. Also students
are encouraged to support local parish and diocesan events including Parish Masses, Official Openings and
Blessings and gatherings of youth at Church events. Student participation and initiative in the action for justice
sponsored by the general community is encouraged and supported by the College.

COLLEGE CELEBRATIONS, SPORTS AND COMMUNITY ACTIVITY DAYS

During the year, Damascus College, as a community, gathers to celebrate in Liturgy and to participate in activities
such as inter-house competitions. These are important days in the life of the College, and contribute to the total
development of students. Therefore, attendance and participation in these days is expected. Students who do
not take part in these core activities will not be able to take part in optional additional activities such as socials,
formals, ski trips etc.

STUDENT WELLBEING

Student wellbeing is an important facet of the life of Damascus College and all staff are required to assist in the
implementation of the College's Pastoral Care Policy.

All members of the Damascus College community are encouraged to work together to build an effective climate
for pastoral care which pervades every area of school life.

The vision, ethos and practice of the College:

e Will find expression in the inter-connectedness of faith, care and support.

o  Will endeavour to develop the educational and personal growth of the students in an atmosphere reflecting
the gospel values of freedom, love, hope, mercy, justice and service.

o Will endeavour to develop relationships of trust, co-operation and partnership between staff, students and
their families, the parish communities represented in the student body and the wider community using the
principles of Restorative Justice.

e Will adopt a holistic approach to education.

Therefore everyone is involved in and responsible for student wellbeing using a diversity of approaches and
methods to suit the needs of the College community and the individuals within it. To help develop this:

e there is a house system to which all staff and students belong, with the House Leaders and Teacher
Advisors(TA) having a particular responsibility for student wellbeing;

e students meet daily in Teacher Advisor groups (TAG's), with each group having a mix of all year levels within
it —Years 7-12;

e on aregular basis there are House, Year level, or TA Assemblies;

e there are Student Counsellors available for the students and support for parents. Matters discussed with the
Counsellor are confidential; and bound by a professional code of conduct.

e there is a transition program towards the end of the preceding year for students new to the College and for
students transitioning to Senior Year levels;
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e there is a Student Representative Council; (SRC)

e there are retreats, camps and extra-curricular activities;

e there are regular newsletters to keep families informed,;

e parents/guardians are always welcome to contact the College to discuss any matter concerning their sons and
daughters.

If parents/guardians have a concern regarding the wellbeing of their son or daughter, the Teacher Advisor should
be contacted initially. In matters of serious issues raised by the College, the appropriate TA or House Leader will
usually initiate contact with parents/guardians.

RESPECT FOR OTHERS

At Damascus College:

e the utmost care and respect for the College and other people’s property is required;

e everyone in the College community is involved in and responsible for wellbeing which is based on respect
for self and others. Rules are those required to ensure the right to teach and the right to learn, safety of
members of the College community, protection of property and promotion of a positive, a welcoming
school environment;

e everyone has the right to feel secure. Any action that infringes this right (e.g. bullying, harassment, etc.) will
not be tolerated;

e  every student has the right to learn and every teacher has the right to teach. Behaviour that makes this
difficult is unacceptable.

STUDENT CLASSROOM MANAGEMENT CODE

All members of the school community have the right to be safe when they come to school. All have the right to
be treated with respect. The College has adopted a set of values that underpin classroom behaviour. These are to
be a matter for discussion and used in dealing with all classroom discipline issues.

Therefore, all students are to observe the following code of behaviour:

e The teacher has responsibility for the class. Students are not to leave the classroom without the permission
of the teacher. Students are to arrive on time, with appropriate materials for class and ready for work.

e Furniture and fittings are to be cared for and kept clear of graffiti and damage.

o A clear bottle of drinking water may be taken to class with the permission of the teacher. (There may be

circumstances where the teacher does not consider this to be appropriate, e.g. where safety and care of

equipment is endangered).

All staff and students are to be addressed respectfully at all times.

Damascus College’s "Student Harassment and Bullying Policy” is to be adhered to at all times.

Appropriate school uniform is to be worn with pride, both in the school environment and in public.

Cosmetics, excess jewellery and inappropriate hairstyles / colours will not be accepted.

e Other Rules and Regulations as stipulated in the Student handbook

CHILD SAFETY

Damascus College is committed to the safety of all students. In accordance with the Victorian Registration and
Quialifications Authority (VRQA) Damascus College has appointed Sr Marie Davey as Child Safety Officer.

All staff and volunteers are required to hold the appropriate Child Safe documentation — Working with Children
Card / Criminal Record Check — to ensure the safety of all children in our care.

The College Wellbeing Team consisting of Assistant Principal — Student Wellbeing, House Leaders, Counsellors

work together to ensure that strategies are in place to create and maintain Child Safety within the school
Community.
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PERSONAL ORGANISATION

e Students in Years 7-10 are issued with a Microsoft Surface Pro which has the Microsoft Office suite installed.
Students will be supported in using Microsoft Outlook for diary and email communication. SIMON is also available
as a calendar resource and a place where students can access most uniform information and College regulations.

e All students are issued with the Damascus College diary and must carry a school diary to all classes. This is not a
personal diary. It is to be used to record homework, assignments, progress and timetables. Parents and staff are
encouraged to use the diary for brief correspondence between the home and the school — e.g. explanation of
family circumstances that impact on learning; not completing set homework.

BUS INFORMATION - TRAVEL TO DAMASCUS COLLEGE BALLARAT
1) Travellers from Country Areas

Students travelling to the College from surrounding country areas would normally travel on a country bus service.
Parents/guardians need to ensure they are aware of the nearest bus stop to their residence and the time the bus
stops there. In most cases the application to travel on this bus is made to the Regional Bus Co-ordinator during the
student’s Grade 6 year, after they have been enrolled at Damascus College. It is the parent's/guardian's
responsibility to check that this has been done.

If the student resides more than 4.8 kilometres from the nearest bus stop and the College is the nearest Catholic
co-educational secondary school, then a travel allowance called the Conveyance Allowance may be available for
the journey from home to the bus stop. The claim form is available from the Office mid-January and must be
completed and returned by mid-February each year.

e Families with students on country buses need to familiarise themselves with the bus company’s protocols
on days of severe, extreme, or catastrophic fire risk and have alternative plans in place.

2) Travellers from the greater Ballarat area

Students within the greater Ballarat area attending Damascus College and who reside 4.8kms or more from the
school (shortest practicable route calculated from the student’s home to the school), may be eligible to claim
reimbursement for the cost of transport. This is conditional upon students making use of concession fares, by
purchasing yearly or half yearly tickets. A student must also be in attendance full-time to be eligible. To calculate
the distance, go to www.bingmaps.com — enter your address and school address which is 1412 Geelong Road,
Mount Clear 3350.

Claim forms are available from the College Office mid-January and must be completed and returned by mid-
February each year. It is the responsibility of parents/guardians to complete claims annually and to ensure the
correct information is supplied as per the application.

To be eligible for a conveyance allowance, individual students will be assessed under the following criteria:

1. Attend a school/campus located outside the metropolitan conveyance allowance boundary
2. Attend the closest appropriate school/campus at which admission is permissible
a. For students attending specialist schools, this will be determined by the specialist school’s Designated
Transport Area (DTA) in which the student resides
b. For students attending government schools, this will be the closest school/campus appropriate to the age
and gender of the student (e.g. primary, secondary, single sex)
c. For students attending non-government schools, this will be the closest school/campus of the recognised
denomination for conveyance allowance purposes.
3. Reside 4.8km or more from the school/campus
4. Be of school age (between five and 18-years-old at the time of application), and a resident of Victoria
5. Be enrolled and travelling to school three or more days per week.

Students’ circumstances can change during their school years (e.g. moving residence or changing
schools/campuses). Change of circumstances affects eligibility and a new application must be submitted with
each change of circumstance.

Any queries relating to eligibility or conveyance claims may be directed to the College Office on 5337 2222.
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GENERAL INFORMATION AND WHAT IFS

ABSENCES, LEAVE AND APPOINTMENTS

e If astudent is to be absent, parents/guardians are asked to notify the College by 9.00am on the morning of
the absence. Please contact the College through one of the following options:

Phone 5337 2222 —Select ‘1’ for Absences
Email absences@damascus.vic.edu.au
Damascus College Ballarat ‘App’ Select ‘Absences’

Handwritten note Student to bring into Student Reception

e [f you do not contact the College by 10.00am an SMS will automatically be sent requesting that you advise
your child’s absence. Please ensure all absences are communicated punctually.

e  Where no notification has been provided to the College on the day of the absence, on the student’s return,
a written explanation from the student’s parents/guardians is required. This note is to be given to the Office.
Any absence without explanation will be followed up by the College.

e  VCE students are reminded that to meet assessment requirements, all absences must be accounted for. Any
student who has missed a number of classes in a semester unit without legitimate explanation will be sent a
warning letter. If the number of absences without a legitimate explanation reaches eight, the student may
have to appear before a panel (House Leader, VCE Co-ordinator, Assistant Principal — Student Wellbeing,
Deputy Principal) and may automatically fail that unit.

Please note: Unexplained absences may result in the loss of Youth Allowance and failure in units of study.
Recall may also apply.

e If the occasion arises which necessitates family holidays being taken during school time, parents/guardians
are expected to notify the college office as early as possible. The College discourages holidays during term
time. Families with students at VCE Level should avoid taking students out of school time. Students are
expected to contact their teachers regarding Assessment Tasks when absent from school.

o [fthereis a need for a student to leave the College during school hours, a written request must be received
from the student’s parents/guardians at the Administration office. Whilst such a request will be considered
sympathetically, the granting of such a request will be at the discretion of the College. A student granted
permission to leave the grounds will be issued with a pass and the note from the parents/guardians will be
filed. Students must depart from the school via the Front Office, showing the Administration staff the pass,
sign out on the attendance register and report to the Office on their return.

NON-TEACHING DAYS

e  This year a number of days have been set as non-teaching days. These days are essential to provide the
opportunity for parents, students and the Teacher Advisor to review your child’s progress. It is an expectation
that every family will be a part of the interviews that will take place on the non-teaching days. This holistic
reflection provides the opportunity for genuine dialogue between all parties in the educative process.
Students set achievable goals and these are followed up at subsequent interviews.

STUDENT FREE DAYS

e  During the school year there are some days on which students are not required to attend because of
curriculum planning, report writing, staff in-service, etc. If this is to occur, reasonable notification is given to
parents/guardians through the regular newsletter. Generally, these days are notified at the beginning of the
year.

Both student free days and non-teaching days are listed on the calendar on the College website.
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EMAIL CONTACT

e  Email is the primary means of communication of the newsletter and various other correspondence. Any
changes to email contact need to be communicated to the College office.

e  Email contact is also crucial to the booking of interview times for the regular TA meetings and other
Parent/Teacher/Student meetings. Information regarding online booking is sent to families prior to each
scheduled interview block.

CHANGE OF ADDRESS/PHONE NUMBER

e It is important that the College Office is notified of any changes of address, phone numbers, work details,
emergency contacts or emergency phone numbers. This is critical in the case of an emergency and for
correspondence.

BICYCLES

e  Students are encouraged to cycle to school and are required to leave their bicycles in the locked storage area
provided. In addition, students may choose to have a personal lock for their bicycle. Cyclists are required to
show courtesy to others within the College grounds. They are also reminded of the road laws which apply to
cyclists and the requirement to wear a helmet. A facility is available for students to lock bicycles away
underneath the Sacred Heart Wing.

CANTEEN

e The College provides a canteen facility and service to support families and their students. This is a service
that the College sub-contracts. The Canteen is open at recess and lunchtime and provides lunch orders, drinks
and snacks.

e At the Canteen, lunch orders may be placed before school begins (this is recommended). Students are
expected to conduct themselves in an orderly manner at the Canteen, assemble as directed and show due
courtesy to the people serving in the Canteen and to other students.

CARE OF COLLEGE PROPERTY

e  The utmost care and respect for College furniture, buildings and grounds and for the property of staff and
other students is required. Any breakage or damage must be reported immediately to the College Office. If
damage occurs deliberately or through misbehaviour or gross carelessness, the student/students responsible
will be obliged to pay for the damage.

CARE OF PERSONAL PROPERTY
o All property, including items of school uniform, must be clearly marked with the student's name.

e  Students should not bring large sums of money or other valuables to school. If there is some pressing reason
for a student to have a valuable item at school, it is expected that this will be handed to the Office at the
commencement of the day for safe keeping and collected at the end of the day. Neither the College nor its
insurance policy covers loss or damage to student or staff property.

e  Lockers are provided for students. These lockers are required to be locked at all times. Please see the
subsequent section on lockers.

e  Lost property is handed into the Office and any student who has lost an item is asked to check the lost

property box. If, after a reasonable time, an unmarked item has not been claimed from the lost property, it
will be disposed of by the College.
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COMPUTER ACCESS / PRINTING

e Each student is required to sign a Computer Usage Agreement at the commencement of their enrolment.
Inappropriate computer use will result in the student being given limited internet access for a period of
time.

e For Year 7 & 8 students under the 1 to 1 program, expectations are articulated in the “Responsible ICT
Usage Agreement” included in the Microsoft Surface Pro Parent Handbook and Agreement provided to
families.

e Students are provided with access to printing via a print credit system. Printing is available in the St Martin’s
Resource Centre. Students are required to observe copyright regulations.

e Serious breaches of the Computer Usage Agreement or school rules may result in an enrolment being
terminated.

1:1 DEVICES

e JacPlus is an e-text subscription service that offers access to complete textbooks or individual chapters
from texts developed by Jacaranda publishers. Users have unlimited downloads and access to all content
and are not restricted to individual texts or a set number of chapters. A single log-in provides access to all
content, regardless of what device is used. This makes access simple and efficient for both teachers and
students. The JacPlus subscription replaces most of the physical textbooks for students at Years 7-10 in
2017.

NEWS / CALENDAR

e A message bulletin for students is published each morning and displayed on screens electronically in various
locations around the College.

During the year, the College publishes a weekly e-newsletter known as Damascus News. In order to receive
the e-newsletter, please make sure you have given the College your current email address. The e-newsletter
is emailed on a Wednesday and links to news stories and upcoming events which are published on the College
website under the News & Events tab. This information can be accessed at any time and is updated regularly.

The College also publishes an online calendar on the website which lists upcoming events.

FIRST AID

o Incase of illness or when there is a need for medication or dressing of a minor injury, the student in need of
attention notifies the teacher in charge of him/her at the time, and if immediate attention, beyond that
which is available in the classroom is needed the student will be directed to the College Office to be attended
to by the First Aid Officer. Should the illness or injury be considered serious, the student's parents/guardians
are contacted so that the student can attend a doctor or rest at home.

o [f the matter is urgent, then the College will seek appropriate medical assistance and call an ambulance. The
authorisation signed at the time the student is enrolled at Damascus College will be relied upon in seeking
this assistance. Parents/guardians will be expected to meet any costs involved in such action. Parents will be
contacted as soon as possible to inform them of injured or unwell students.

e  Students are required to hand in all medication to the College Office. This includes Panadol, etc., as well as
prescription items. These can then be applied for as needed from the Office. It is the protocol of the College
not to issue any medication to students unless a student presents a current dose of medication, and the
labelling or in the case of non-prescription medication, attached documentation, clearly indicates that it is
to be taken by the student during school hours.

e  Specific medical conditions are a reality for a number of students. Where these exist, families must ensure
the College has a full awareness of the condition and its requirements. Conditions such as Epilepsy, Diabetes,
Asthma and Anaphylactic allergies require a management plan and in some cases medication. Families are
required to submit these punctually at the start of the year.

e  |n providing the optimum care for your child we will call an ambulance if we deem it necessary. Families are
strongly advised to have up to date ambulance cover and to ensure that the school has details of this.

16| Page



HEALTH AND SAFETY

e The College has a comprehensive Occupational Health and Safety Policy designed to provide safe working
conditions for both students and staff.

e The health and safety of all students and staff is of concern and all must accept responsibility for this.
Therefore there are certain expectations, procedures and specific regulations which must be observed. For
example:

- students will not be able to participate in certain curricular activities if they do not wear protective
clothing and/or a school cap/hat;
- the College is a smoke free environment;

e  Skate boards, roller blades, scooters and weapons are not permitted on the College premises.
e  Students who become aware of a hazard to safety should report the matter to their Teacher Advisor or class
teacher, who will in turn advise the College Safety Representative.

ILLEGAL SUBSTANCES

e  C(Cigarettes, alcohol or any other drugs are illegal for students and thus are not permitted on College property,
on any College excursion, at any College function or while a student is in College uniform. Further information
can be found in the appendices to this document.

EMERGENCY PROCEDURES

e  The College has comprehensive procedures in place to deal with an emergency that may occur at either the
College or on an excursion. Students and staff are aware of these procedures, with regular evacuation drills
held. In the event of such an emergency, the procedures provide for contact of parents/guardians. If such an
emergency was to occur it would be helpful for parents/guardians not to come to the College unless
requested to do so.

e  Damascus College is considered a Code Red school because of its location and proximity to significant
bushland. On days rated as Catastrophic the College will be closed. On days rated as Severe or Extreme we
will assess the risk and advise parents if the College is to be closed. Factors such as temperature, humidity,
wind speed and direction will influence decision making. Notification will be given as early as possible but
usually the day before school closure.

Our Emergency Management Plan has a containment strategy should this be required. It remains a family
decision as to whether a child should attend school on days of higher risk. It is vital families enable the
College to maintain accurate contact details - landline, mobile/SMS and email to ensure we can contact
you in times of emergency.

VISITORS
e  Parents/guardians wishing to contact students should do so through the College Office.

e  All visitors must report to the College Office upon arrival and be issued with a Visitor's Pass. They must also
sign out at the end of the visit.

e Any persons invited to the College either by students or staff on official business, e.9. a guest speaker, must
be invited only with the approval of the appropriate Assistant Principal and notification to the Deputy
Principal and/or Principal.

e  All visitors to the College are asked to park only in the designated parking areas and to follow the traffic
directions displayed at the entrance. Whilst the College welcomes visitors, it is private property and if
necessary, unwelcome trespassers will be excluded.

DISABILITY ACCESS

The following disability access arrangements are currently available at the College.

e Disabled car parking spaces are located in front of the Mercy Administration Wing, with access to the Mercy
Wing via the automatic doors at the student entry.

e For events held at the John Shannon Centre, disability parking will be made available in front of the Centre
on the day. Please contact the office on 5337 2222 prior to arrival as this parking is limited.

e Lift access is also available for access to the Catherine McAuley Wing.
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STUDY

o |f students need help with study skills, time management or organisation, they should see the Teacher
Advisor, House Leader or Counsellor.

HOME STUDY

e  Home study assists students to establish effective work habits outside of the normal school day. Home study
at Damascus College includes both formal homework and long term assessment tasks set by class teachers
and informal study in which students will revise, read, etc. The establishment of organisational skills which
allow for all aspects of a students’ life to be balanced is integral to achieving positive outcomes. It is expected
that all students use the College diary to record and manage home study.

SUGGESTED MINIMUM HOME STUDY REQUIREMENTS ARE:

Year 7: 1-1% hours per night on four nights (4-5 hours per week)
Year 8: 1-1% hours per night on four nights (4-6 hours per week)
Year 9: 1-1% hours per night on four nights (4-6 hours per week)
Year 10: 1-1% hours per night on five nights (5-8 hours per week)
Year 11: 2 hours per night on five nights (10 hours per week)
Year 12: 2-4 hours per night on five nights (10-20 hours per week)

Obviously, individuals may need to vary this slightly to accommodate other activities, but the total hours over the
week should be achieved.

In Year 7 and 8 - Homework will be divided into three types

e Core Expectations — this is what we expect students to do without explicitly telling them every week. It is:
- Reading — 15 minutes a day
- Maths Mate — 1 hour per week
- LOTE —Vocabulary work — 10 minutes, 3 times a week

All other homework tasks: Subject teachers set homework as required

LOCKERS

e The College makes available to each student a locker. Students are required to provide an American (ABUS)
combination lock. (No other make is acceptable). Students must purchase this lock before the start of the
year or the College will lock the locker and the lock can be purchased from the office.

e  Students who have forgotten the locker combination may gain entry to their lockers:

- by reporting to their house leader, who will open the locker. Once the student has obtained the books
needed for the day, the locker will be relocked.

e  Students who damage lockers are responsible for the cost of replacement or repair.

e  Students are not to keep valuables in their lockers nor in their bags, e.g. wallets, jewellery. If it is necessary
to bring such items to school they should be handed to the office for safe keeping.

e  Lockers are the property of the College and the College reserves the right to inspect and/or open the lockers
assigned to the student

BUSES

e  Students must behave appropriately on buses. It is the right of the College or the bus company to refuse to
allow students to travel on buses if their behaviour is unacceptable.

STUDENT DROP OFF ZONES

e Forfamilies dropping off or collecting their student/s by vehicle at the beginning or end of the school day,
please use the drop-off zone at the roundabout near the John Shannon Centre.

e For late arrivals or early departures where students are required to sign in or out, please use the drop-off
zone at the Mercy Administration Wing.

e Please note that drop off zones are also used as loading zones or for emergency vehicles if required. As
such, they are not general parking spaces, and it not appropriate to use these for general parking.
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SCHOOL BAGS

e  Students are required to use only the regulation College back pack.

e  Students are not to bring bags to classrooms, the Canteen or Assembly areas. All bags should be stored in
the student’s locker. Valuables should be left at the Office for safe keeping.

STUDENT IDENTIFICATION CARD

e  Periodically students require a student identification card to use for concessions on public transport, etc.
Students may request an identification card by completing a request form available at the St Martin’s
Resource Centre. Cards can take up to a week to produce.

RECALL TIME

e  Recall may be set for students who break school rules regarding submission of work, being out of bounds,
uniform, poor attendance or punctuality to TA time or class and inappropriate behaviour in and out of the
classroom.

e  Students who fail to attend a designated recall time without appropriate explanation may be required to
make up this time during the holidays or non-teaching days.

SERIOUS BREACHES OF DISCIPLINE

e  Damascus College is guided by the Catholic Education Commission of Victoria (C.E.C.V.) policy on responding
to serious offences and its own Policy on serious offences outlined on the Damascus College website:
www.damascus.vic.edu.au. Each incident is considered individually and any outcome will take into
account the impact on the individual, the broader student and staff cohort and the institution itself. Matters
of an illegal nature will be referred to the Police.

CONTRACTS

e At times it may be necessary to place students on a contract regarding academic or disciplinary concerns.
This will be negotiated by the Principal or Deputy Principal, Assistant Principal - Wellbeing, House Leader,
parents/guardians and the student.

REFERENCES

e Upon request, a student will be provided with a reference. A student requiring a reference is asked to
complete the request form available at the College office and to lodge it at the College Office two weeks
prior to the date the reference is required.

ENROLMENT

e  Application for Year 7 enrolment is normally submitted when the student is in Year 5. Application for
enrolment includes the completion of an application form, written notification of the reasons for the
application, payment of a non-refundable enrolment fee of $80.00 and an interview with either the Principal
or the Deputy Principal or other Leadership staff. On acceptance of a place a non-refundable fee of $300.00
is required. This amount is credited against the fees for the first term of placement.

e Applications for enrolment at levels other than Year 7 are taken at any time. In addition to the completion of
the application form, the payment of the enrolment fee and the interview, the process involves contact with
the school which the applicant is currently attending. Students enrolling from other Ballarat schools at Year
levels other than Year 7 may be offered probationary enrolment.

MATURE AGE STUDENTS

e At Damascus College a mature age student is any student who is over 18 years of age and enrols at the
College after an absence from secondary schooling of at least one year. A mature age student accepts
responsibility for his/her own education and as such the normal requirements for parental consent are not
applicable. At the time of enrolment suitable arrangements to accommodate the needs of both the student
and the College are made.
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EXITING STUDENTS

e Ifastudentisleaving the College, parents/guardians and/or the student are asked to discuss the matter with
the Deputy Principal and/or Principal, Assistant Principal — Wellbeing or House Leader as soon as possible.
Before a student leaves, there are several procedures to be completed including:

- completion of an exit form;

- transfer form if required;

- payment of any outstanding money*

- return of any library material;

- where appropriate, collection of any project work;

- clearing of locker;

- returning of the Microsoft Surface Pro, cover, stylus and charger.

* Please note: Fees will be charged to the end of the term in which a student leaves the College.

TRANSITION PROGRAM

e  The Transition Co-ordinator organises a program for Year 6 into Year 7 students entering the College. This
includes Information Meetings and contact with the students' schools.

STUDENT COUNSELLORS

e  The College employs a team of College Counsellors who have formal Psychologist qualifications. All students
are free to approach a counsellor regarding issues which may be concerning them. Matters raised with the
Student Counsellors are confidential, unless a child is assessed as At Risk or the Mandatory Reporting laws
are invoked. Parents/guardians may wish to contact a Student Counsellor to discuss a matter of concern
regarding their son or daughter. Contact can be made with the student counsellors through the front office
or counsellor@damascus.vic.edu.au

RETREATS, CAMPS AND EXCURSIONS

e  Retreats, camps and excursions are an integral part of the Damascus College curriculum. Therefore all
students are expected to participate in these. Advance notice of these is given to parents/guardians and
appropriate parental permission sought.

e |naddition to these retreats, camps and excursions the College also organises other extra-curricular trips and
camps for students which are optional and undertaken at the expense of the student / family, e.g. LOTE staff
organise trips to countries where French and Indonesian are spoken. It is expected that students participating
in these optional activities do not have school fees in arrears.

SPORT

e  Sport contributes to the physical and emotional health of young people and provides a positive medium for
them to interact socially. Within the curriculum the core Physical Education program includes some sport in
which all students participate. In addition, the College has a program of inter-house and inter-school sport.
Inter-house sporting carnivals are compulsory at Damascus College. As well, students are encouraged to
participate in the wide variety of sporting and fitness activities offered to them in an after school setting.
Participation in inter-school sport is especially encouraged. Most inter-school sport takes place after school.
Students are transported to the venue for after-school sport and the student goes home directly from that
venue.

e  Parents/guardians will be provided with details of the particular sports program in which their son/daughter
is participating and will be asked to sign any necessary consent form.

e  For some inter-school sports the College will provide students with the appropriate uniform, e.g. basketball

tops, football jumpers. Students who misplace or damage these items of uniform will be expected to pay for
the replacement cost.
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ST MARTIN’S RESOURCE CENTRE-LIBRARY

e The College has a comprehensive, automated library catalogue which is available to staff, students and the
wider community, through the Damascus College webpage on the internet.

e Users may borrow material throughout the academic year.
Students are encouraged to make use of various online resources, email and the internet, after they have
completed and signed a “Computer Usage Agreement Form”.

e  The library offers extended hours to the Damascus community. The hours are:
Monday 9.00am - 4.30pm Tuesday - Friday 8.30am - 4.30pm

e The hours of opening during the term holidays are advertised prior to the end of each term.

e  All members of the extended College community are welcome and encouraged to borrow from the extensive
collection or make use of our online facilities. Please contact the library staff for more information.

PRIVATE TUITION

The College provides some opportunities for students to receive private tuition in areas such as Music, Voice and
Speech & Drama, which complement the curriculum offered by Damascus College. Where possible, the College
arranges for suitable staff to be available at the school and, in most cases, issues the accounts for the tuition.
Families are required to enter in to an agreement for Music and other tuition. The College also will send accounts
each term on behalf of the tutors. Private tuition does not include tutoring any student in curriculum areas already
offered at Damascus College. The availability of private music and other tuition is dependent on having the College
fee commitment up to date.

OTHER ACTIVITIES

All students are encouraged to participate in a range of activities at lunchtime and after school to cater for
different interests. These activities include liturgy and social justice groups, sport, performing arts, craft, various
clubs and special interest group.

CURRICULUM

Damascus College uses a 10 day timetable, based on 6 periods per day.
Days 1 - 5 will be designated as Week A / Days 6 - 10 will be Week B.

At Damascus College we value a quality, contemporary curriculum, taught effectively, which equips students for
life-long learning. Therefore, we continue to develop effective processes that identify and respond to the
educational needs of students. The College provides opportunities and resources to ensure that students have
the opportunity to reach their full academic potential.

Years7 and 8

Years 7 and 8 are years of vital learning when good study skills are established. Students participate in a core
program which includes a comprehensive experience of the Learning Areas of the Australian Curriculum Victorian
Essential Learning Standards (VELS). This program focuses on the establishment of skills and knowledge which will
form the foundation for future learning. Each student undertakes studies in the following Learning Areas:

Religious Education (written to the Ballarat Diocesan Guidelines- Awakenings)
English

Languages - French OR Indonesian

HPE — Health and Physical Education

Arts — Art, Visual Communication, Drama, and Music

Technology — Food, Textiles, Wood, and Metal

Mathematics

Science

Humanities - Geography, History, Economics and Civics
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Years 9 and 10

For students in Years 9 & 10, Damascus College allows more student choice in curriculum offerings based on the
VELS with the possibility of some access to VCE & VET units when in Year 10.

Core Learning Areas

Religious Education (written to the Ballarat Diocesan Guidelines- Awakenings)
English

HPE — Health and Physical Education

Mathematics

Science

Humanities - Geography, History, Economics and Civics

Pathways Choices

These are electives from the Languages, Arts, and Technology Learning Areas. Additional opportunities also exist
for Health/PE in Year 9.

Years 11 and 12

Damascus College offers a range of Post Compulsory Pathways for its senior students. This includes a
comprehensive range of VCE (Victorian Certificate of Education) subjects, including VET (Vocational Education
and Training) subjects. Students are able to access a variety of VET courses both on and off campus. Damascus
College is able to offer opportunities for students to participate in School Based New Apprenticeships (SBNA). The
College also offers the Victorian Certificate of Applied Learning (VCAL), an alternative pathway for students who
generally would not seek University entry and are keen to gain an apprenticeship or enter the workforce. This
Certificate course is available to students in Years 11 and 12. Students enrolled in VCAL at an Intermediate or
Senior level also need to be enrolled in a VET (Vocational Education & Training) program.

Itis possible for students in Year 10, who satisfy the requirements, to undertake limited VCE or VET units. Students
are asked to complete an application and folio to access VCE programs earlier than would normally be the general
pathway. These applications and folios are considered by a Senior Staff panel in conjunction with the student’s
current teachers. Year 11 students, who satisfy the requirements, are encouraged to consider completing a Unit
3/4 study.

Details of the 2017 Curriculum are available on the College Web Site: www.damascus.vic.edu.au

SUBMISSION OF WORK

e Students are expected to submit work to the relevant teacher during the lesson. The teacher will be
responsible for maintaining a record that the work was received. For VCE students, special provisions apply
and details of these are provided to all VCE students in the Student Handbook issued at the beginning of Years
11 and 12. However, as a general rule, students must give School Assessment Tasks (SATs) and School
Assessment Coursework (SACs) to the teacher in person and sign for it. Unit 3/4 students will receive a
detailed list of SAT and SAC dates at the start of each semester. These assessment tasks will also be available
to parents through the online Parent Access Module (PAM).

From time to time unforeseen circumstances outside of school contribute to student’s struggling to meet
deadlines. Families should contact the teacher or TA prior to the due date to address this. If students need to
submit work after a due date, prior arrangements should be made with the teacher. If illness is the reason for

non-submission, then a medical certificate or a statutory declaration is advisable.

e VCE Students are required to provide a medical certificate if they miss a SAC task.
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REPORTING AND ASSESSMENT

Teachers, through a variety of methods, regularly evaluate students' progress. Records are kept of this assessment
and reporting to parents/guardians occurs frequently throughout the year via the online PAM.

Work habit reports are provided at the end of each semester. A report of progress against the VELS is provided at
the end of each semester through the PAM.

The Parent Access Module (PAM) provides parents with online access to a range of information specific to their
child including their timetable, daily messages, the College Calendar, school links, newsletter and the student
assessment area. You will find a link to PAM on the College website, under Parent Resources at
http://www.damascus.vic.edu.au/resource-hub-pam

Assessment of Units

The learning outcomes and assessment tasks will reflect progress in the attainment of the expected outcomes of
the Australian Curriculum Victorian Essential Learning Standards (AusVELS); Victorian Essential Learning
Standards (VELS); Awakenings (Religious Education); Victorian Certificate of Education (VCE) and Victorian
Certificate of Applied Learning (VCAL)

TEACHER ADVISOR PROGRAMME

Students in all year levels take part in the Teacher Advisor Programme. The Teacher Advisor meets with the
student in their TA group each morning and becomes the primary contact for the family. Teacher Advisor
interviews will take place throughout the year to monitor student progress. Goals are established and progress

against these to be monitored at meetings throughout the year.

More information on the TA programme is available on the College website.
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BELL TIMES

Damascus College operates on a 10 day cycle timetable structure - 6 periods per day.

e waringoe

9.00am TAG 9 minutes
_ End TAG 2 minutes
9.11am Period 1 49 minutes
_ End Period 1 2 minutes
10.02am Period 2 49 minutes
Recess 20 minutes
End recess 4 minutes
Period 3 49 minutes
End Period 3 2 minutes
Period 4 49 minutes
Lunch 38 minutes
Warning bell S5minutes
Period 5 49 minutes
End Period 5 2 minutes
Period 6 49 minutes
Dismissal

Please note: Green spaces are where bells are rung.
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FINANCE

SCHOOL FEE POLICY

There is a one-off non-refundable enrolment application fee of $80 per student payable when an application is
made to the College.

A $300.00 enrolment acceptance fee is payable to secure an enrolment offer. While the fee is non-refundable it
is offset against the following year’s fees.

The annual tuition fee is all inclusive and is reviewed annually by the College Board. This fee covers all tuition
costs including camps and excursions. However, in some subject areas an additional subject levy may be charged
as a contribution towards the extra cost of materials used in some individual projects.

A family discount of 12.5% is given on the tuition fee when two students are enrolled at Damascus College. Where
three or more students are enrolled, the fee is capped at the cost of the eldest two students.

An annual capital levy of $400 per family charged for the ongoing capital upgrade of College facilities.

Families are given the option of paying fees either weekly, fortnightly, monthly, per term, or a year in advance by
BPAY, cash, cheque, direct debit or credit card. Before the commencement of the year, families are required to
complete a Payment Arrangement Plan and accounts are issued accordingly. If a payment plan is not in place, fees
must be paid in full by 28" February 2017.

Payment plans for 2017 should now have been lodged.

HEALTH CARE CARD HOLDERS - CSEF Camps, Sports and Excursions Fund

ELIGIBILITY

Below is the criteria used to determine a student’s eligibility for the Camps, Sports and Excursions Fund (CSEF).
Criteria 1 — Eligibility

To be eligible* for the fund, a parent or legal guardian of a student attending a registered Government or non-
government Victorian primary or secondary school must:

¢ on the first day of Term one, or;

¢ on the first day of Term two;

a) Be an eligible beneficiary within the meaning of the State Concessions Act 2004, that is, be a holder of
Veterans Affairs Gold Card or be an eligible Centrelink Health Care Card (HCC) or Pensioner Concession Card
(PCC) holder, OR

b) Be a temporary foster parent, and;

c) Submit an application to the school by the due date.

* A special consideration eligibility category also exists. For more information, see: www.education.vic.gov.au/csef
Parents who receive a Carer Allowance on behalf of a child, or any other benefit or allowance not income tested
by Centrelink, are not eligible for the CSEF unless they also comply with one of (a) or (b) above.

Criteria 2 - Be of school age and attend school in Victoria

School is compulsory for all Victorian children aged between six and 17 years of age inclusive.

For the purposes of CSEF, students may be eligible for assistance if they attend a Victorian registered primary or
secondary school. Typically, these students are aged between five and 18 years inclusive.

CSEF is not payable to students attending pre-school, kindergarten, home schooled, or TAFE.

Eligibility Date

For concession card holders CSEF eligibility will be subject to the parent/legal guardian’s concession card being

successfully validated with Centrelink on the first day of either term one (30 January 2017) or term two (18 April
2017).

In genuine cases of financial hardship, fee concessions may be sought. Suitable arrangements may be made with
either the Principal or the Business Manager. Concession forms are available from the office

Note: Should a student leave the College, fees are payable to the end of the term in which the student leaves.

Email for any fee queries: fees@damascus.vic.edu.au (Tracey Williams)
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APPENDICES

APPENDIX 1 — POLICY STATEMENT — SMOKEFREE SCHOOL — STUDENT SMOKING INCIDENCES
Preamble

The uptake of smoking occurs predominantly among teenagers and procedures have been established to
discourage the practice of smoking.

Smoking is not permitted in many buildings and areas in the broader community. For health and safety reasons,
this school community mirrors that position.

Damascus College recognises the danger smoking and passive smoking causes to health and has established a
policy to ensure that the entire school grounds are smoke free.

Damascus College has established the following procedures to be followed in instances of student smoking.

Process for Dealing with Smoking

Smoking is not permitted in any area of the school property, nor at any school related activity or function, by
students, staff or visitors. Students are not permitted to smoke whilst in school uniform. Smoking is not
permitted on the College campus.

FIRST INCIDENT

e Parents/guardian informed by the House Leader of the incident and the school smoking procedure
e Meeting with the House Leader

e Student to complete 2 hours community service after school or on a student free day

SECOND INCIDENT
e Parents/guardian informed by the House Leader of the incident and the school smoking procedure.
e Student to complete 3 hours community service either after school or on a student free day

THIRD INCIDENT

e Parents/guardian informed by the House Leader of the incident and the school smoking procedure by
phone.

e Student in school suspended for the rest of the day.

e Meeting with parents/guardian, student, House Leader and Assistant Principal of student wellbeing to
discuss the student’s non-compliance with school regulations.

e Student to complete one day community service on a student free day

Points to Note:

Privacy of the student will be respected as far as possible

House Leader to discuss the smoking policy procedures and consequences with the student

House Leader determines how school can best meet the student part-way to support compliance

House Leader makes information on smoking and quitting available to student (student may choose not to take the material)
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APPENDIX 2 — ILLICIT DRUGS

GUIDELINES TO ADDRESS STUDENT ILLICIT DRUG-RELATED INCIDENTS

The possession or use of illicit drugs is illegal and as such is not permitted on school property, or at any school
related activity or function, by students, staff or visitors.

Damascus College has established procedures to be followed in instances of illicit drug use or possession. Safety
is the first consideration and regular school first aid procedures should be implemented. An attempt to get the
facts will follow a call for first aid assistance or an ambulance.

IMMEDIATE RESPONSE:

e  The situation is assessed

e  Safety and first aid procedures are established

e  Factual information regarding the incident is sought

e  Substances are labelled and secured

e  Parent, Community Police and other appropriate bodies are informed.

SHORT TERM RESPONSE:

e If necessary a Case Manager is appointed to ensure welfare support is provided
e  Appropriate disciplinary or welfare response is negotiated — this will involve immediate suspension of the

student.
e  Student and parent meets with Principal on return from suspension
o |llicit substances are transferred to the Police

MEDIUM TO LONG TERM RESPONSE:

e Information is provided to other parents, students, wider community as appropriate
e  Regular briefings are held with the case manager

e Theincident is thoroughly documented

e Theresponse is evaluated
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APPENDIX 3 — UNIFORM LIST and EXPECTATIONS

Students are expected to wear the complete uniform whilst at the College, travelling to and from the College and when
attending College functions, unless otherwise directed. The official Damascus College uniform is:

GIRLS (Summer)

e Summer dress - knee length

e White socks with school stripes

e V-neck navy pullover with logo

e Navy Blazer

o Black polishable leather lace-up regulation school shoes (no T-bars or slip-ons)

GIRLS (Winter)

e College winter skirt - knee length

e Gold shirt with pointed collar

e Navy thick tights (sheer stockings not permitted)

e V-neck navy pullover with logo

e Navy Blazer

e Black polishable leather lace-up regulation school shoes (no T-bars or slip-ons)

e Striped school tie (optional)

BOYS (Summer)

e Grey Surrey Clothing shorts (with belt loops); or
e Long grey school trousers
e Grey socks with school stripes

e White polyester and cotton permanent press shirt, closed neck, short or long sleeved — both styles must be worn

tucked in
e Striped school tie — compulsory with both long and short sleeved shirts

e V-neck navy pullover with logo
o Navy Blazer
e Black polishable leather lace-up regulation school shoes

e Plain black belt with a small buckle — must be worn with both shorts and long trousers

BOYS (Winter)

e Long grey school trousers

e  Grey socks with school stripes

e  White polyester and cotton permanent press shirt, closed neck, long sleeved — must be worn tucked in
e Striped school tie

e  V-neck navy pullover with logo

e Navy Blazer

e Black polishable leather lace-up regulation school shoes

e Plain black belt with a small buckle
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PHYSICAL EDUCATION

e College polo shirt with logo

e College rugby top

e College shorts with logo — short length for girls, long length for boys

e College tracksuit pants with gold Damascus logo (compulsory in Terms 2 and 3)

e White sports socks with school stripes

e Sports Shoes - the permitted style of the footwear is a cross training or running shoe that provides appropriate heel
support and cushioning (no canvas or volleys). Shoes should be predominantly white

e College hat/cap (compulsory in Terms 1 and 4)

ACCESSORIES

The following accessories are permitted:
e College Back Pack (compulsory)
e College bucket hat (available only at Dobsons) — can be worn outdoors with summer or sport uniform
e College cap (available only at Dobsons) — can be worn outdoors with summer or sport uniform

e College Rain Jacket (optional) — can only be worn to and from school over the blazer in inclement weather (available

only at Dobsons)

e Navy or maroon hair ties and ribbons

e Navy College scarf with Damascus logo (available only at Dobsons) — permitted with winter uniform only

e Navy or maroon gloves - permitted with the winter uniform

e The only permissible jewellery is a watch and a pair of sleepers or plain studs in the earlobe (jewelled studs are not
permitted). Piercings on the face or tongue are not permitted.

e Protective clothing necessary for arts, technology, science, home economics must be worn

e Hair must be worn fully tied back from the face. Hair that is only partially tied back is not permitted. The picture to
the right shows an example of a hairstyle that is not permitted.

ACCESSORIES NOT PERMITTED

The following accessories are not permitted:

e Nail polish

e Cosmetics

o Jewellery and piercings apart from those mentioned above

e Hats and scarves, other than the regulation school hat and scarf

BLAZER Example of hairstyle not permitted.

e The blazer must be worn to and from school on all days**
e Students are to wear blazers to and from class. When they arrive in class, they are permitted to remove their blazer

e The blazer must be worn to all school excursions and official school functions such as Assembly and Mass.

** On days when the Ballarat temperature is forecast to be 26 degrees or more, as published on SIMON and on the College
website (uniform page), students are not required to wear the blazer

If a student is not in the appropriate uniform, the parent/guardian must provide the student with a written note of
explanation for that day only.

PLEASE NOTE: Uniform infringements will incur a penalty. This may include students being sent home.
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Permitted school shoes - Girls

Clarks Infinity Clarks Indy The Athlete’s Foot Adiva

Clarks Daytona Clarks 24seven Clarks Deakin

Clarks Dusty Slatters Trent Roc Strobe

e

Permitted school shoes — Boys

2

s

The Athlete’s Foot Apex Max The Athlete’s Foot Apex

Y

Examples of permitted sports shoes
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APPENDIX 4 — MOBILE PHONE ETIQUETTE

GUIDELINES FOR STUDENT USE OF MOBILE PHONES

Rationale

The mobile phone is an effective and quick means of communication. Where unforeseen events occur, mobile
phones provide students and their families with a ready means of communication. There is a need, however, to
set clear guidelines and limit their use during the school day, in particular, to avoid unnecessary interference with
teaching and learning.

In normal circumstances, parents or caregivers wishing to leave messages for their children should do so by
telephoning the College before breaks (recess 10.50am — 11.10am) (Lunch 1.00pm-1.30pm)

Front office staff also assist students who need to contact family or other persons in an emergency.

Mobile phones, email and social networking sites can be used as a means to bully and harass and such
behaviour will be dealt appropriately.

Provisions

1. Students are permitted to have mobile phones at school and related functions/activities. (At some
events, e.g. retreats and theatre excursions, the College reserves the right to ban mobiles and like
apparatus.)

2. Students’ mobile phones must be turned off or to silent during classes, assemblies, etc.

3. Inphone cameras are not to be used anywhere on Damascus College premises or during student
activities

4. Mobile phones are used at their owner’s risk and the school in the event of loss, theft or damage of any

device will accept no liability.

5.  Mobile phones are not permitted to be with a student during any formal examinations or assessment
tasks.

6. Students should display courtesy, consideration and respect for the rights of others whenever they are
using a mobile phone.
7. Mobile phones should not be used in any manner or place that is disruptive to the normal routine of the

school.

At the beginning of the year it is the teacher’s responsibility to outline their expectations of phone use in the
classroom including the consequences for using a phone without permission.

Suggested process:
If a student uses their phone without permission remind them of your expectations and warn them of further
consequences.

If the student continues to use their phone without permission it will be taken from them for the rest of the period
and an incident entered into Behavioural Tracking.

A student phone can be taken from them for the rest of the day as long as this has been behaviourally tracked
and the teacher’s process has been followed. The phone is to be placed in the office for collection at the end of

the day.

A student’s phone cannot be confiscated overnight unless permission has been granted by the Assistant
Principal of student wellbeing and the teacher has informed the parents by phone.
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APPENDIX 5 - IPODS AND MP3 PLAYERS ETIQUETTE
GUIDELINES FOR STUDENT USE OF IPODS AND MP3 PLAYERS

Rationale
There is a need to set clear guidelines on appreciation of iPods and MP3 player etiquette and limit their use during
the school day, in particular, to avoid unnecessary interference with teaching and learning.

Provisions

1. Students are permitted to have iPods and MP3 players at school and related functions/activities. (At some
events, e.g. retreats and theatre excursions, the College reserves the right to ban iPods and MP3 players.)

2. Students’ iPods and MP3 players must be turned off during classes and assemblies unless express
permission is given by the classroom teacher.

3. The College does not accept any responsibility for iPods or MP3 players that students bring to school. It is
the responsibility of the student to keep iPods and MP3 players secure.

4. |Pods and MP3 players are not permitted to be with a student during any formal examinations or
assessment tasks.

Consequences of Misuse
If a student is found to have an iPod or MP3 player on, or in use during class, it will be confiscated and deposited
at the front office.

First offence: the iPod or MP3 player may be collected by the student at the end of the school day.

Second offence: the iPod or MP3 player will be returned at the end of the following day after a written request
for its return is received from the student’s parent / guardian.

Third offence: the iPod or MP3 player will be held until the end of the following week. Parents / guardians will
be contacted by the relevant House Leader. Upon return of the iPod or MP3 player, the student will be required
sign an agreement to deposit the iPod or MP3 player at the front office before TA time each day and collect it at
the end of each day.
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APPENDIX 6 — BICYCLES, MOTORCYCLES AND CARS

Students are required to leave their bicycles in the storage area provided. In addition, students may choose to
have a personal lock for their bicycle. Students are not permitted to ride their bicycles into the school grounds.
Cyclists are required to show courtesy to others within the College grounds. They are also reminded of the road
laws which apply to cyclists and the requirement to wear a helmet.

Requirements for Students Driving Cars to School at Damascus College

Any student of legal driving age who intends to drive to school, either on a regular basis or occasionally, must
comply with the school policy and is required to complete the Parent Permission and Student Agreement Form
available from the Student Reception foyer.

Requirements

Students are required to adhere to all road rules and drive in a safe and responsible manner.

1. Students are to only use their car for travelling to and from school. Students are not permitted under
any circumstances to drive from the school grounds during the day.

2. Car make and registration details must be recorded with the school.

3. Students may only park in the Jones Avenue parking area.

4. A parking permit must be displayed on the dashboard of the car when the car is parked in the student
car park. There is no financial charge for the parking permit.

5. Students are not permitted to carry other students as passengers to and from school without the
written permission of their parent/guardian. The school has a policy that no more than one passenger
should travel with the driver.

6. Students are required to notify the school of any passenger who may be travelling with them to and
from school.

7. Student drivers, a parent / guardian and, if relevant, the parent/guardian of any passenger, must sign
the Parent Permission and Student Agreement Form.

8. The school takes no responsibility for damage to cars whilst on the school grounds.

Students who fail to meet these obligations will be required to hand their keys to the Principal / Deputy
Principal / House Leader and car parking privileges will be revoked. Any unsafe driving behaviour or breaches
of road rules will be reported to the police.
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TERM DATES

The detailed calendar of events is available at: http://www.damascus.vic.edu.au/event-calendar

An updated calendar will be sent out at the beginning of each semester.

Damascus College Term Dates for Students 2017:

Term1 || Wednesday 15 February (Year 7 and Unit 3 Students) || to Friday 31 March
Thursday 2" February (Years 8, 9, 10 and 11)
Term 2 Tuesday 18" April to Friday 30" June
Term 3 Monday 17* July to Friday 22" September
Term 4 Monday 9* October to || Wednesday 25 October (Year 12)
Thursday 7" December (Years 7-11)
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