
Parents' Handbook 

St Philomena School



Table of Contents

3
5
6
6
7
7
8
9

Introduction 
School Horarium 
Spiritual Formation   
Attendance 
School Calendar  
First Aid  
Homework  
Uniform Policy  
General School Rules and Guidelines Appointments 
Primary School Behaviour Management Policy
Secondary School Behaviour Management Policy
Appointments/Contact Staff, Teachers or Administration
Child Protection
Emergency Procedures 
School Fees
Learning Support 
Excursions
Lost Property
Reporting
Bus Route 
Mobiles and Electronic Devices
Carpark
Appendix 1 - Advice Regarding Assessment Due Dates 
Appendix 2 - Assessment Extension Form 

13
14
16
18
19
22
23
25
25
26
26
27
28
28
29
30

Contact Details 
Principal: Father Karl Pepping 

Address: 61 Koplick Rd, Park Ridge, QLD 4125 

Phone: (07) 3802 0088 Fax: (07) 3802 0360 
E-mail: admin@stphilomena.qld.edu.au

School Hours: 8.00am – 2.50pm

Office Hours: 8.00am – 3.30pm 

mailto:admin@stphilomena.qld.edu.au


Introduction

St. Philomena School is a private Independent Catholic school for Prep through to Year 12 
under the guidelines of the Australia and New Zealand District of the Society of St. Pius X. 
This handbook is provided as a reference for parents regarding school policy. 

School’s Vision 

Spiritually vigorous Catholic young men and women who are intelligent, cultured, healthy, 
vocationally prepared, social minded and patriotic, formed by a well-rounded education. 

School’s Mission 

To cooperate with Divine grace for the formation of the true and perfect Christian. 

School’s Philosophy 

St. Philomena School provides children with a thorough Catholic education founded upon 
traditional principles. The school strives ultimately to form good Catholic citizens, men and 
women willing and able to work for the restoration of all things in Christ, freely submitting to 
the reign of Our Lord in spiritual, moral, intellectual, and physical realms. 

The Catholic school exists to cultivate a soil in which the Faith and the love of God might 
grow. The teachers at St. Philomena School serve the end by helping form in the child lasting 
qualities of the mind and heart through exposure to the true, the good and the beautiful across 
the entire curriculum. In the study of literature and the humanities, they reveal to the child 
the nobility of the human soul, which is ever thirsting for the absolute, and all their effort as 
teachers is to awaken this same thirst in the child’s own soul. Throughout the various 
disciplines, they draw the child to rectify and strengthen his natural faculties in harmony with 
his created good so that he might have the desire and the strength to embrace, freely and with 
confidence, the supreme Good, God Himself. 

Learning is a profoundly human process, one best accomplished through patient, qualitative 
drawing out, rather than a mechanistic, quantitative filling up. The school will strive 
continuously to provide teachers and students with the best possible tools and resources. It 
will, however, be obvious that the love which the teacher has for the subject matter, his 
mastery of it, and his talent in communicating that knowledge and love, is what will spark a 
fire in the children, fostering in them a lifelong love of learning. 

Collaboration Between the Family and the School 

In the effort to provide a true Catholic formation at St. Philomena School, the cooperation 
between parents and school is needed. The School is striving to implement the laws of God 
and discipline of the Church, which are necessary for the sanctification of the soul, as well as 
for the proper intellectual development of the student. Parents must help the school in this 
effort; otherwise, all efforts will be in vain. Parents are asked, therefore, to observe the 
following: 
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1. Communication of Necessary Information: Parents are requested to provide any
information concerning their child, such as health, which allows the school to fulfil its
duty of care to each child.

2. Spiritual Formation: The child’s religious attitude and practice will be learned
primarily at home rather than at school. It is imperative, therefore, that parents provide
a well-rounded and Catholic religious setting in the home.

3. Regulating the Use of Electronic Media: Television, electronic games, and recreational
internet use not only impede the intellectual and spiritual progress of the student but
pose potentially severe moral risks. By their nature, they work directly against the goal
of education, which is, in part, to draw the child into reality. Parents are urged to
minimise exposure to these media in the home to the greatest extent possible. Movies
and TV should be thoroughly screened for content and spirit and should generally be
forbidden on school nights. The School strongly discourages the use of social media.
Students are not allowed to participate in online social networking on school
computers, either at school or at home. Those who choose to participate in the cyber
domain should bear in mind that the Wide World Web is an open and generally
unsecured environment: true privacy does not exist there, and they must assume that all
postings are instantaneous, global, and permanent.

4. Resolution of Problems at the School: If a child expresses any dissatisfaction or
problem he may be having at school or with a teacher, parents are asked to withhold
judgement until the “other side of the story” is obtained. The student should not
immediately be believed to be in the right. The parents should, therefore, go directly to
the teacher involved before making any judgements or doing anything else.

5. Procedures Regarding Matters of Concern and Grievances: This is the procedure you
should follow, if as a parent, you wish to express a complaint or raise a matter of
concern.

1) If the complaint or matter of concern is about a member of staff, you must first
speak directly to that member of staff.

2) If the complaint or matter of concern is about a school policy, you must first
speak to the member of staff responsible for the implementation of the policy
or procedure. If the matter can be resolved to the satisfaction of all parties, no
further steps are required.

3) If a satisfactory resolution is not reached, the next step is to refer the matter to
the appropriate School Head, being either Head of Primary or the Head of
Secondary, who will attempt to resolve the matter.

4) If a satisfactory resolution is still not reached, the next step is to refer the
matter to the Principal who will attempt to resolve the matter.

5) If the Principal is not able to resolve the matter to the satisfaction of all
parties, the matter may be referred by any party to the District Superior of
Australia of the Society of St Pius X in writing, with a copy to the Principal.
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Discretion of Discussion: Parents are asked not to discuss with the student, or in his 
presence, any faults, difficulties, or problems, real or imagined, with the School or any 
of its staff. This only serves to make the child lose respect for school or staff. 

7. Importance of the Father’s involvement: As an extension of God’s authority and
Catholic hierarchy, and as heads of families, fathers must take an active interest in the
education of their children, especially his child’s progress. As St. Thomas Aquinas
teaches, “It is obvious that the upbringing of a human child requires not only the
mother’s care for his nourishment, but much more the care of his father as guide and
guardian, and under whom he progresses in goods both internal and external… On the
father devolves the upbringing of the child.” (IIa IIae q. 154, a. 2, c.) As their primary
intellectual and moral guide, the father needs to realise that his children will be the
reflection of his own thought and attitudes.

School Horarium 

Primary School Secondary School 
8.10am First Bell 8.10am First Bell 
8.15am Chapel/Prayers 8.15am-8.25am Pastoral Care Class 
8.20-10.30am Classes 8.25-9.00am Period 1 
10.30-11.00am Morning Tea 9.00-9.40am Period 2 
11.00am-12.30pm Classes 9.40-9.55am Morning Tea 
12 noon (Bell) Angelus 9.55-10.30am Period 3 
12.30-1.15pm Lunch 10.30-11.05am Period 4 
1.15-2.45pm Classes 11.05- 11.40am Period 5 

11.40am-12.20pm Lunch 
12.20-12.55pm Period 6 (Angelus) 
12.55-1.30pm Period 7 
1.30-1.40pm Afternoon Tea 
1.40-2.15pm Period 8 
2.15-2.50pm Period 9 

8.20am Monday Whole School Assembly 8.20am Monday Whole School Assembly 
8.20am Tuesday Primary School Mass 8.15am Thursday Secondary School Mass 
8.20am Friday Primary School Mass 
2pm Monday Primary School Assembly 

6.

2:15pm Friday Benediction 
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Spiritual Formation 

Primary School 

In the Primary School, all students are required to attend morning prayers in the chapel at the 
start of the school day at 8.15am. There are two Masses a week, some classes attending Mass 
on Tuesdays and the other classes on Fridays. These Masses are at 8.20am. On Fridays 
Benediction is scheduled at 2.15pm. During Lent, the Stations of the Cross replace 
Benediction on Fridays. All students are strongly encouraged to visit the Blessed Sacrament 
at least once a day; in addition to this each class has a guided visit to the Chapel once a week. 
Confessions are available during the weekly school Masses.  

Secondary School 

In the Secondary School, all students attend Mass on Thursdays at 8.15am. Senior Secondary 
students see one of the three priests at the school every fortnight for spiritual direction. 
Students are encouraged to be part of the Friends of St. Philomena, a group which asks of 
them to be more generous in their spiritual life, including practising special devotions to our 
dear Patroness. All students are strongly encouraged to visit the Blessed Sacrament at least 
once each day. Confessions are available during the weekly school Masses.

Whole School 

The whole school makes a special effort to honour our Blessed Mother with flowers before 
her statue during May, the month of Our Lady. We also celebrate the Feast of Corpus Christi 
with a beautiful procession and likewise for the feast of our holy Patroness, St. Philomena. 
On All Souls’ the students visit the local cemetery to pray for the faithful departed. 

Attendance 

Full time attendance at school is compulsory. If a student is going to be absent, parents are 
required to call or email the school on or before the day of the absence and advise of the 
reason and duration of the absence. 

In the case of foreseen absence, parents must provide the school with advance written 
notification. Whenever possible, parents should avoid making personal plans that will result 
in missed class time.  

In order to avoid disrupting the schedule of class or of the school, retarding the child’s 
academic progress, and sending conflicting messages to the children regarding the importance 
of academics and duty of state, families are expected to plan vacations around the school 
schedule. Absences for vacation taken during a school term are in no way encouraged by the 
school. Parents should contact the Principal well in advance for very exceptional cases which 
are very rare and for very serious reasons. If approved, details will need to be communicated 
to the school and communicated to teaching staff.  

Reasons which would justify a child’s absence: 
• Illness, including recovery from major illness, injury or medical condition.
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• Urgent medical or dental treatment (Routine medical or other health appointments
should be made either before or after school or during the school holidays).

• Bereavement.
Avoid keeping your child away from school for: 
Birthdays, shopping, visiting family and friends, if they sleep in, looking after other children, 
minor check-ups or care such as haircuts. 

Arrival 

Students are to arrive at school no later than 8.10am. Active supervision of students by 
teachers begins at 8am. Until the first bell at 8.10am the Primary School wait at the Primary 
COLA, the Secondary Girls wait outside the 7/8 Girls room and the secondary boys wait at 
the Secondary School COLA. 

Late Arrival 

On-time arrival at school is a matter of justice toward teachers and students. Students who 
arrive after the second bell at 8.15am must go to the school office to receive a Late Note 
which the students are to take to their teacher. 

Departure 

School dismissal is at 2.45pm (Primary) and 2.50pm (Secondary). Students will wait in 
designated areas for parents to pick them up. Parents must pick up students promptly, and 
not later than 3.05pm.  

Once a parent has arrived for pick-up, the student is considered under that parent’s care and 
supervision. The cooperation of all parents is absolutely required to make the car park as safe 
as possible.  

Leaving the School Grounds Early 

Students are not permitted to leave the school grounds without notification from a parent. 
Parents must inform the school office in advance of any instance when a student needs to 
leave the school premises before the usual dismissal time. A parent or guardian must sign the 
Register at the office before the student leaves.  

School Calendar 

The school arranges the publication of the school calendar at the beginning of each school 
year and the calendar is issued to each school family. The information contained in the 
calendar is very comprehensive and includes term dates, religious holidays, etc. Please retain 
this calendar for the whole year. 

First Aid 

If a student is ill during a school day, their teacher will send them to the school office to be 
attended to and monitored. Parents may be contacted to collect their children. Please ensure 
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that parents’ or guardians’ contact details are kept up-to-date and that the school is able to 
contact at least one parent or emergency contact at any time.  

Please note that the school does not supply paracetamol or other pain medication. Only 
medication that is on a student’s written permission or medication plan can be administered. 

Please do not send sick children to school. Keeping sick children at home prevents the spread 
of any communicable or infectious illnesses to other children, teachers and to other families 
in the school community. 

If you are asked to collect your child due to illness or injury, please do so as a matter of 
urgency. In emergency situations, the school will contact emergency services as well as 
parents/guardians. 

Homework and Assignment Policies  

While set homework may not be given on a nightly basis by each subject teacher, students are 
expected to continue with their review of notes taken in class, revision of past work, and 
work on assignments each night as part of their homework routine.  

Homework Objectives 

• To reinforce what the child has learned during the day.
• To provide a link between teacher and parents.
• To develop a child’s concentration skills and develop a work ethic.
• To establish consistent study patterns
• To develop independent learning and research skills.

Time Allocation for Homework and Assignments 

The following offers a guide for parents: 

• Prep and Year 1
• Years 2 & 3
• Years 4 & 5
• Years 6
• Year 7
• Year 8
• Year 9
• Year 10
• Year 11
• Year 12

Prior to testing periods, students may spend additional time in revising past work. 

Students should spend some time each weekend on the completion of homework, or 
assignment and projects. In Years 11 and 12, this time will increase.  

Up to 30 minutes per night 
Up to 35 minutes per night 
Up to 40 minutes per night 
Up to 45 minutes per night   
13 - 18 hours a fortnight
13 - 18 hours a fortnight
13 - 18 hours a fortnight
13 - 18 hours a fortnight
Task Driven
Task Driven
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On some nights, the students may have homework and study that will take less time than the 
guidelines suggest. On the other hand, some students may spend more time on homework and 
study than the guidelines suggest. Parents should try to establish whether students are doing 
more than is required. It may be that the student is spending too much time on presentation or 
does not clearly understand what she is required to do in order to complete the task or review 
the subject notes. The Head of Secondary/Primary or teacher should be alerted to parent 
concerns.  

Homework is classified as: 

• Written tasks (set by the teacher and a time given for completion).
• Comprehension tasks (set by the teacher and a time given for completion).
• Reading (set by a teacher and a time given for completion).
• Reviewing notes taken in class (expected each day and may not be set by the teacher).
• Revision and study (expected each day and may not be set by the teacher). Revision

tasks may be provided prior to tests and examinations.
• Research (may be set by the teacher or could be part of student work on an

assignment).
• Practical learning (set by the teacher). This will cover practice problems in

Mathematics, learning lines for Drama, learning facts and definitions, learning
vocabulary etc.

• Assignment and projects (once set, students are expected to work consistently for
completion by the due date).

Homework Process:  

• Students (Year 5 - 12) must bring their Student Diary to each lesson.
• All set homework must be recorded in the Student Diary.
• Homework will be checked for completion by the teacher.
• There are a range of strategies that can be used to check/correct homework tasks.

Parent and Teacher Partnership: 

• Parents can support their children by checking the Student Diaries for homework
entries.

• Parents may provide assistance to their children by discussing homework tasks,
reading drafts of assignments and offering suggestions for editing or content.

• Parents should telephone the teacher or Head of Secondary/Primary, if they have
questions about homework, concerns about their child’s homework completion, or
concerns about the time spent on set homework and assignments.

Parents are asked not to do their children’s homework for them. As a fundamentally 
dishonest circumvention of student duties, this would undermine both the teaching and 
learning processes and seriously impede the development of good study habits.  

Uniform Policy 

A school uniform acts as a visible sign of the unity of a student body striving to achieve a 
common goal. Bearing this in mind, the standard remains uniformity, not individuality or 
fashion. While the school strives to develop strong individuals, the well-formed student will 
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possess a true depth of character, and a personality strong from within, not defined from 
without. A uniform facilitates all of this by minimising the possibility of disordered, vain, or 
immodest self-expression that seeks primarily to draw attention to self. Beyond this, uniform 
dress reinforces a sense of solidarity and belonging, and eliminates the significant social 
pressures associated with style consciousness and competition. Far from a means of 
suppressing individual expression, willingness to submit to the uniform policy indicates 
humility and maturity.  

The school relies on parents, students and staff to understand the purpose of uniforms and to 
comply with the intention of the regulations. Parents with questions or concerns should feel 
free to contact the school for clarification. 

All students are required to wear the full and correct school uniform during the school and to 
and from school.  

    UNIFORM REQUIREMENTS 

Primary School

All uniforms can be purchased through the School Uniform Shop on School Grounds. 

GIRLS 

FORMAL UNIFORM 
Dress: 
Socks: 
Tights: 
Shoes: 

Hat: 
Jumper: 
Jacket: 
Bag: 
Play Hat: 
Hair: 

Earings: 

School formal dress. 
White turn down socks (no anklets) – (purchased outside the school). 
Maroon/Navy tights may be worn in Winter. 
Black leather school shoes – lace up or buckle – (no black runners, jiffies, 
boots) (purchased outside the school). 
School formal hat. 
Maroon jumper. 
Navy Blue bomber jacket only to be worn over maroon jumper. 
School issued bag. 
Navy hat with wide brim. 
Black, navy or maroon bands, ties and clips. When hair reaches collar, it must 
be tied back securely. Fringes must not cover eyes.  Artificial colouring is 
forbidden. 
One metal stud/sleeper in each earlobe. 

SPORTS UNIFORM 
Polo: Maroon Polo Shirt. 
Skort: Tartan Skort. 
Socks: School sport socks. 
Sandshoes: Any style of sandshoe/runner – (purchased outside the school). 
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BOYS 

FORMAL UNIFORM 

Shirt: 
Tie: 
Shorts: 
Pants: 
Socks: 
Shoes: 
Hat: 
Jumper: 
Jacket: 
Bag: 
Play Hat: 

Blue short sleeved Shirt. 
School Tie. 
Navy school shorts. 
Navy long pants may be worn in Winter. 
School formal socks. 
Black leather lace up school shoes (no casual variations, boots or runners). 
Navy school formal hat with emblem. 
Maroon jumper. 
Navy blue bomber jacket to be worn over maroon jumper. 
School issued bag. 
Navy hat with wide brim. 

SPORTS UNIFORM 

Polo: Maroon Polo Shirt. 
Shorts: Navy School sports shorts. 
Socks: School sport socks. 
Sandshoes: Any style of sandshoe/runner (purchased outside the school). 

Secondary School 

All uniforms can be purchased through the School Uniform Shop on School Grounds.

GIRLS

FORMAL UNIFORM 
Blouse: 
Skirt: 
Socks: 
Shoes: 

Hat: 
Jumper: 
Blazer:  
Bag: 
Play Hat: 
Hair: 

Earings: 

School issued white blouse with navy cross tie. 
Navy pleated skirt 
White turn down socks (no anklets) – (purchased outside the school) 
Black leather school shoes – lace up or buckle – (no black runners, jiffies, 
boots). (purchased outside the school) 
Navy school formal hat. 
Navy jumper with emblem. 
Maroon School Blazer. 
School issued bag. 
Navy bucket hat. 
Black, navy or maroon bands, ties and clips. When hair reaches collar, it 
must be tied back securely. Fringes must not cover eyes. Artificial colouring 
is forbidden. 
One metal stud/sleeper in each earlobe. 

SPORTS UNIFORM 

Polo: 
Skort: 
Socks: 

Blue Polo Shirt. 
Navy Skort. 
White quarter crew sport socks (purchased outside the school). 

Sandshoes: Any style of sandshoe/runner – (purchased outside the school). 
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BOYS 

FORMAL UNIFORM 
Shirt: 
Tie: 
Shorts: 
Pants: 
Socks: 
Shoes: 

Hat: 
Jumper: 
Blazer: 
Bag: 
Play Hat: 

White short sleeved Shirt. 
School Tie. 
Grey school shorts. 
Grey long pants may be worn in Winter for Years 11 and 12. 
School formal socks. 
Black leather lace up standard school shoes (no casual variations, boots or 
runners). 
Navy school formal hat. 
Navy jumper with emblem. 
Maroon School Blazer. 
School issued bag. 
Navy bucket hat.  

SPORTS UNIFORM 

Polo: 
Shorts: 
Socks: 

Navy and White Polo Shirt. 
Navy School sports shorts. 
White quarter crew sport socks (purchased outside the school). 

Sandshoes: Any style of sandshoe/runner (purchased outside the school). 
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Accessories to the school uniform: 
• Earrings – Plain studs or sleepers are allowed;
• Hair ties, hair bands, etc. – Navy Blue, Black or Maroon;
• No rings, bangles or other jewellery apart from a crucifix or religious medal;
• No make-up;
• No nail polish.

Make-up 

Make-up and cosmetics are forbidden, with the exception of medicated bases prescribed by a 
doctor. In these cases, students must provide a note from the prescribing doctor. Fingernail 
polish – coloured or clear – is forbidden. 

Hair 

Fad hairstyles for boys or girls are forbidden. Boys must be clean-shaven, well-groomed, 
with hair cut traditionally, off the collar and ears. Girls are to keep their hair pulled back out 
of their faces. Any ribbons, hair bands, or other hair accessories are to be simple in design 
and colour (black, blue or maroon). Bright colours and/or big bows and flowers are not 
allowed. Hair, once at shoulder length, to be tied up in such a way that a hat can be worn 
normally. 

Uniform Prices 

www.stphilomena.qld.edu.au/uniform-shop/
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General School Rules and Guidelines 

Character training is an important part of the education at St. Philomena School. The school 
expects loyalty, respect and good manners from all students along with prompt, cheerful and 
habitual cooperation. Rules are kept to a minimum. Instead of rigidly enforcing a long list of 
rules, the school strives to develop an atmosphere in which students instinctively respond to a 
whole-school culture of respect and consideration. This school culture is fostered chiefly 
through the ‘Five Core Responsibilities’ and the ‘Five Common Standards’.  

FIVE CORE RESPONSIBILITIES  
Teachers and students share five core responsibilities: 

1. To obey the school rules.
2. To come prepared for work.
3. To allow teachers to teach.
4. To allow students to learn.
5. To respect the persons, properties and rights of others.

FIVE COMMON STANDARDS 
Since teachers have different personalities and outlooks, there will always be some legitimate 
differences in their personal styles, methods and practices. To ensure uniformity across the 
board, however, all teachers include in their behaviour management plans certain expectations 
that are considered particularly important and useful. Because they are common to all teachers 
and to all students, these expectations are called the ‘Common Classroom Standards’ and are 
expressed as follows:  

1. Sit in your seat (don’t slouch, don’t sprawl, don’t rock on the chair, etc.)
2. Stay in your seat (don’t swap places, don’t wander around the room, etc.)
3. Be silent (students never call out but raise their hand and wait for permission to speak).
4. Be prepared (mentally and materially).
5. Be polite (especially by respecting others and respecting the learning process itself).

Forbidden items 
Teachers will confiscate these and other inappropriate items: 

• Mobile phones;
• Electronic devices, including but not limited to radios, CD players, iPods, CDs,

DVD’s and games;
• Books, magazines, pictures, comics, letters, notes, etc. of an immoral nature or

inappropriate content;
• Any drugs or alcoholic beverages;
• Any tobacco or smoking paraphernalia, including matches, lighters, etc.;
• Weapons of any kind.
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Gravity of 
Misbehaviour 

Disciplinarian Consequences for 
Misbehaviour 

Further Procedures 
(if applicable) 

Le
ve

l 1
 

Minor misdemeanor; 
(Eg. breaking one of the 
‘Core Common 
Standards’ or School 
Rules) 

Classroom 
teacher or 
supervisor on 
playground 
duty 

• Teacher or supervisor
reminds student/s of Core
Common Standards and
general School Rules

Le
ve

l2
 

Repeated minor 
misdemeanors 
(Eg. breaking one of the 
‘Core Common 
Standards’ or School 
Rules) 

Classroom 
teacher or 
supervisor on 
playground 
duty 

• Teacher or supervisor
reminds student/s of Core
Common Standards and
general School Rules and has
a brief discussion about
future consequences for
continued misbehaviour in
the future

*If applicable,
student/situation to
be mentioned to
Head of Primary and
other staff members
in the Primary
School

Le
ve

l3
 

Repeated minor 
misdemeanors despite 
previous warnings from 
teachers/supervisors 
(Eg. Repeatedly 
breaking one of the 
‘Core Common 
Standards’ or School 
Rules) 

Classroom 
teacher to 
refer 
student/s to 
Head of 
Primary 

• Head of Primary to intervene
(5-10 minute discussion
regarding the student’s
behavior) and discipline
accordingly, putting a
consequence in place

Eg. Student may be removed from 
class if and when applicable, 
possible communication with 
parents, student to perform an 
act of service at the Head of 
Primary’s discretion. 

*Communication to
parents/guardian may
be via phone, email or
sending a note home to
parents in student
diary.
*If applicable,

student/situation to 
be mentioned to 
other staff members 
in the Primary 
School 

Primary School Behaviour Management Policy

L
E
V
E
L

1

L
E
V
E
L

2

L
E
V
E
L

3
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Gravity of 
Misbehaviour 

Disciplinarian Consequences for 
Misbehaviour 

Further Procedures 
(if applicable) 

Le
ve

l 
4 

Major 
misdemeanors  
(Eg. Persistent 
disobedience, 
continued 
disturbance in 
class, bullying or 
physical 
altercations, 
vandalism, theft, 
blasphemies/foul 
language) 

Head of 
Primary 

• Head of Primary to discuss the
incident with the student about
his/her behavior and discipline
accordingly, putting a
consequence in place

Eg. Student to be removed from 
classroom/playground and detained for 
a period of time at the Head of 
Primary’s discretion. Student/s to 
perform an act of service. 
Communication made to parents/
guardian immediately. 

*Head of Primary to
inform School Principal
of incident and action
taken.

Le
ve

l 
5 

Repeated 
major 

misdemeano 
rs (Eg. See 

above) 

Head of 
Primary/ 
School 
Principal  

• Student is detained for a period of
time after school (eg, 1-2 hours)

• Head of Primary in conjunction
with School Principal to intervene
and oversee detention.

*Immediate
communication to
parents/guardian from
School Principal
*Incident report to be
completed by Head of
Primary or School
Principal

Le
ve

l 
6 

Grave 
misdemeanors 
(Eg. Any illegal 
activities, drug use 
of any kind, 
cheating on 
exams/plagiarism, 
use of offensive 
material, 
disrespect of a 
serious nature to 
people or 
property 

School 
Principal 

• Student would immediately be
withdrawn from any and all school
activities for a specified amount of
time

• At the School Principal’s discretion,
an official suspension or expulsion
would take place

*Immediate
communication to
parents/guardian from
School Principal
*Incident report to be
completed by Head of
Primary or School
Principal
*If applicable,
communication to be
made to the necessary
authorities by the
School Principal

L
E
V
E
L

4

L
E
V
E
L

5

L
E
V
E
L

6
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Secondary School Behaviour Management Policy 

In the Secondary School, behaviour management is divided into two main areas: inside the 
classroom and outside the classroom.  

Inside the classroom, the behaviour of students is governed by the Five Common 
Classroom Standards which appear below. 

Common Classroom Standards  
Aims: spirit of self-control; habit of self-denial; habit of self-sacrifice, especially by learning 
to sacrifice one’s own will cheerfully for the joyful common good.  

Sit in your seat (Common Standard One) 
• You are part of the school family. A special place has been assigned to you.
• Your teachers will ask you to sit in that place.

Stay in your seat (Common Standard Two) 
• At the start of the lesson, you have a chance to fetch what you need.
• Your teachers will ask you not to leave your seat during the lesson.
• Your teachers may, at their discretion, allow you a short break between lessons.

Be silent (Common Standard Three) 
• We cannot listen unless we make silence within ourselves. Inner silence is a condition

for prayer and learning. This silence begins as you pass through the classroom door.
• Your teachers will ask you to raise your hand and to wait for your name before you

speak in class.
• If your teachers allow a different dynamic for a particular learning activity, they will

ask you to follow their directives for that particular activity.

Be prepared (Common Standard Four) 
• You should not rely on others to be better prepared than you. They buy and bring their

own equipment, and in fairness so should you.
• Your teachers will ask you not to borrow from other students.
• Your teachers will ask you to meet deadlines punctually.

Be polite (Common Standard Five) 
• Know your place and put your heart in your work. This is true politeness.
• To help you as you mature into a polite and considerate adult, your teachers will ask

you, among other things, to respect the following code:
• Show great respect for what is not yours.
• Especially in class, do not touch other people or their property.
• Do not write on the whiteboard.
• Do not throw anything round the room, including rubbish for the bin.
• Even on hot days, make a sacrifice by eating and drinking only at the designated

times and places. Eat and drink well at these times and do not bring food into class.
(NB Water bottles are allowed in class.)

• Watch your body-language because swaggering, slouching, sighing or rolling your
eyes is also a way of answering back.

• Do not call names.
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Procedure for students who do not follow the Common Classroom Standards. 
When an infringement occurs, the student will be given a Verbal Warning in all cases. Very 
often  the Verbal Warning is sufficient but sometimes, when something ‘wrong’ has been done, 
the teacher may also ask the student to do something ‘right’ as an act of reparation and to show 
good-will. This may involve writing a reflection, or doing some extra work at home, or losing 
some recreation time to a detention (e.g. for completing homework that was not finished). 
These small acts of reparation are at the teacher’s discretion and are not detailed in the table 
below. For repeated infringements, the procedure is outlined in Table 1.  

Table 1 

1st Cycle 

First  
Infringement First Verbal Warning from the Subject Teacher. 

Second  
Infringement Second Verbal Warning from the Subject Teacher. 

Third  
Infringement Third Verbal Warning from the Subject Teacher. 

Fourth  
Infringement  

Student is put on the Conduct Card for a minimum of 
five School Days. 
Head of Secondary informs parents. 
Head of Secondary monitors student’s overall progress. 
Subject Teachers monitor student’s class performance.   

Conduct Card 
Review 

After five days, the Conduct Card is reviewed.  
1 Strike: - Warning from Head of Secondary  
2 Strikes: - 20 mins Detention  
3 Strikes: - 40 mins Detention 
4 & More Strikes: - 2 x 40 mins Detentions  
5 & More Strikes: - 1 Friday Detention with School 
Principal. 
Parents are informed by Head of Secondary.  

2nd Cycle As in the 1st Cycle, except that on the fourth infringement an internal suspension 
of one day’s duration will be imposed in place of the Conduct Card. 

3rd Cycle As in the 1st Cycle, except that on the second infringement, an internal suspension 
of two days’ duration will be imposed in place of the Conduct Card. 

4th Cycle 

If there should be a 4th Cycle, the Subject Teachers and Form Teacher will confer 
with the Head of Secondary. The Head of Secondary will bring the matter to the 
attention of the School Principal, who will decide on the best course of action for 
the student. 
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Offences 
Wrong uniform  
Repeated misbehaviour  
Absent from class without permission  
Bullying 
Harassment  
Physical fighting  
Vandalism  
Obscene language 
Verbal abuse of a teacher or student  
Smoking or possession of cigarettes  
Truancy from school  
Illegal objects at school  
Unsafe behaviour  
Refusal to obey the direction of a staff 
member  
Any serious matter referred by Curriculum 
Co-ordinators  
Breaches of assessment/assignment policy 
Serious matters pertaining to safety  

These offences will be referred to the 
Head of Secondary who will deal with the 

individual cases in consultation with the 
School Principal. Parents and Forms 

Teachers will be kept informed. 

Appointments and Contact with School Staff, Teachers or 
Administration

Parents may request meetings with any member of the school staff or administration. Such 
meetings should be scheduled in advance, by phone or email, through the school office. 

Contact with Teachers 

Parents should contact teachers regarding school matters by contacting the school office during 
regular school hours. 

The school will not call teachers out of the classroom, or away from other supervisory duties to 
take calls during school hours. Teachers who receive messages relating to school matters will 
return phone calls during available free periods. Teachers will respond to messages left after 
hours at their earliest convenience.  

Parents should not contact teachers at their homes or at parish functions (or in other social 
settings) regarding school matters. 

18



Child Protection 

Protection from All Forms of Harm 

Every student is entitled to protection from all forms of harm. 

St Philomena School recognises that protecting students from harm and the risk of harm is 
fundamental to maximising their personal and academic potential. For this reason the welfare 
and best interests of the children within our School will always be a primary consideration. 

We expect our students to show respect to our staff, other students and volunteers and to comply 
with safe practices and we expect all employees to ensure that their behaviour towards, and 
relationships with, students reflect proper standards of care for students, and are not unlawful. 
The School will respond diligently to a report of suspected or actual harm, or risk of harm to a 
student. 

What does the School mean by harm? 

Recent Queensland legislation defines harm as: 

Any detrimental effect of a significant nature on the child’s physical, psychological or emotional 
well-being. It is immaterial how the harm is caused. 

Harm can be caused by: 

• Physical, psychological or emotional abuse or neglect;
• Physical neglect and/or inadequate supervision:
• Sexual abuse or exploitation;
• Domestic or family violence.

FOR STUDENTS 

Remember – the most important thing is that you feel safe and free from harm.  
You must tell someone you are being harmed or afraid that you will be harmed. 

Who should I tell if I am feeling unsafe at school or home? 

Any forms of harm are unacceptable and will not be tolerated.  If a child is experiencing harm or if 
they believe they are likely to experience any form of harm (this includes any behaviour by a staff 
member, which is inappropriate) they should report the matter to either: 

• Miss Terri Asher (Primary)
• Mr Trevor Briggs (Secondary)
• Fr Michael Delsorte (Director)
• A trusted member of staff
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What will happen if I report what is happening to a staff member? 

If the concern is worrying you but not causing immediate harm, then the member of staff will 
discuss with you ways to solve your problem.  If the concern is serious and the member of staff 
believes that you are being harmed or in danger of being harmed, he or she will report it to the 
Principal.   

What if I don’t want it reported to the Principal? 

The staff member will try to keep your concerns confidential as much as possible.  However, if 
staff is aware or reasonably suspects that harm has been caused by anyone to a student of the 
school then the law says the matter must be reported to the Principal and then it may have to be 
reported to the police.  If the staff member has to report what you have told them to someone 
else he or she will explain to you exactly what will happen next. 

If you know or suspect that another student is being harmed or is likely to be harmed, then you 
should report your suspicions to one of the persons listed above. 

How does the School protect students from harm? 

The School has a comprehensive Child Protection Policy, which covers the actions to be taken if 
a member of staff or a parent of the School becomes aware or reasonably suspects that harm has 
been done to a student of the School by other staff, people outside the School or by other 
students. 

What should a parent do if you become aware or reasonably suspect that harm has been 
caused to a student of the School by a member of staff, someone outside of the School or 
by other students? 

You should report your concerns to the Principal or to any other member of School staff. 

What will happen next?

If you report your concerns to a member of staff other than the Principal, the member of staff 
will report it to the Principal immediately, or if the subject of the complaint is the Principal then 
the member of staff will report to a Director 

What will the Principal or the Director do? 

If the Principal or Director receives a report of harm or suspected harm to a student of the School 
and he/she becomes aware of the harm having been caused or reasonably suspects the harm to 
have been caused then it will be reported to police immediately if the harm relates to sexual 
abuse; or to the Department of Communities if appropriate; or it may be dealt with internally if 
the matter does not require mandatory reporting to an outside body.  
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What happens about confidentiality? 

Your report will be treated in a confidential manner and with respect. Knowledge of it will be 
limited to the Principal and those directly involved. It is the School’s policy that confidentiality 
between the School and parents will be respected as much as possible and any concerns raised by 
parents will not rebound adversely on their children. 

Each person who has access to information regarding suspected or disclosed harm has an 
obligation to observe appropriate confidentiality. However, the School is unable to promise 
absolute confidentiality since the steps of the Policy will require disclosing, internally and 
externally, certain details involved in responding to the report. State authorities can compel 
people to give evidence about actions under the Policy and to produce documents. You would be 
fully informed if information you provided was to be passed on to a third party. 

Any action, which needed to be taken under staff disciplinary procedures as a result of an 
allegation not requiring police intervention, would be handled confidentially within the School. 

How will the School help my child? 

The Principal will ensure that the following things are done to reduce the chance of harm 
occurring: 

• Ensure that each staff member understands and fulfils their obligations under this Policy and
the Policy for reporting abuse.

• Ensure that there is an acceptable reference for each staff member engaged since the
commencement of this protocol, from his or her previous employer.

• Ensure that each staff member and volunteer (who is not a parent) who has contact with
children has a current positive suitability notice issued by the Commissioner for Children and
Young People.

If the Principal receives a report of harm to your child, he/she will support the child by: 

• responding rapidly and diligently to the report;
• reassuring the student;
• protecting the child’s confidentiality as much as possible;
• offering continuous support; and
• providing counselling if requested.
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Emergency Procedures 
The school has policies for evacuation and lock-down. Should you wish to see a copy of these 
please see the administration office.  Regular drills are run by the Workplace Health and Safety 
(WHS) team to ensure staff and students are kept up-to-date on emergency procedures.   

If the children need to be evacuated from the property, a shuttle service, using the school bus and 
staff vehicles, and if necessary, emergency services, will take children to a designated safe 
collection point.   

Parents will be notified of this by the school once the safety of the children is secured. Teaching 
and administration staff have been trained in basic first aid and will use these skills to attend to 
any injuries.   

Fee Collection and Payment Policy 
Fees and Levies collected at St Philomena School are used for the following purposes which are 
aligned to the Vision and Mission of the school to: 

• Provide teaching, administrative, classroom support and facilities
• Provide essential resources, materials, facilities and equipment
• Assist with providing activities such as sports and excursions
• Support the School building program
• Maintain buildings, grounds and other facilities

For those families experiencing genuine inability to pay fees, we are committed to providing support 
to ensure that enrolment is not compromised. Please contact the Principal, Business Manager or 
member of the finance team for further information concerning the hardship application process. 
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School Fee and Levy Collection Process 
1. School fees and levies are charged on a term basis and sent out just after the start of term, in

accordance with the School Fees Schedule (available on our website).
2. Fees are due to be paid on the last day of the month following the invoice date. The due date

will be noted on the invoice.
3. Where a parent/guardian believes financial circumstances have arisen that will prevent or

delay the payment of the school fee account, a variety of options are available:
a. Extension of Time

If an extension is required, please contact the school finance office prior to the due
date.

b. Payment Plan
Payment of the school fee and levy account by regular instalments. All payment plans
must ensure that the account is cleared by the last day of the school year or as
negotiated with the Principal and / or Business Manager. As the payment plan is a
concession, not an entitlement, and is costly to manage; families on payment plans
must utilize the direct debit system in place at the school – currently EziDebit.

c. Hardship Discounts
In cases of financial hardship an application may be made for hardship discount.

i. To assist families in hardship, St Philomena School offers 6 Hardship
Discounts every 6 months which can be applied for in January for Terms 1 & 2
and in June for Terms 3 & 4. All applications received by 31 January and 30
June will be considered and the Hardship Discounts awarded to those families
in most need. Families will need to reapply if they are to be considered for the
next round. Hardship Discounts are as follows:
Term 1&2
2 X Family tuition fees discounted by 80%
2 X Family tuition fees discounted by 50%
2 X Family tuition fees discounted by 30%
Term 3&4
2 X Family tuition fees discounted by 80%
2 X Family tuition fees discounted by 50%
2 X Family tuition fees discounted by 30%
All matters are dealt with on a confidential basis.
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4. Recovery of unpaid fees. In fairness to families who pay their school fees regularly and on 
time, the School will follow up all overdue school fee accounts.

a. Statements are sent out monthly to all families with balances on their accounts.
b. Families behind in their agreed payment plans will be contacted by the admin 

department to discuss options to catch-up.
c. If satisfactory arrangements have not been reached, the account may be sent to the 

schools Debt Collection agency. In serious cases, where there is clear capacity to pay 
outstanding fees, legal options may be pursued by the college and/or enrollment 
cancelled.

d. Legal costs, direct debit rejection fees and any debt collection costs or other costs 
incurred will be at the family’s expense.

e. As the school incurs additional costs for BSDE subjects and the school bus, only 
students of families with fully paid-up school fees will be eligible to enroll or re-enroll 
in BSDE and/or included on the roll for the school bus. By fully paid-up school fees 
we mean:

i. Either: all the prior year’s invoices must be fully paid on 31 January
ii. Or: families on a formal payment plan, signed by the Principal or Business 

Manager, must be up-to-date with their payments on 31 January.

Agreed Payment Plans 

As mentioned above, our school offers families the opportunity of paying the school fee account 
by regular instalments over the course of the year. All Agreed Payment Plans must be organised 
to include a regular schedule that will clear the school fees account by the last day of the school 
year. Any extensions to an Agreed Payment Plan must be negotiated with the Principal and/or 
Business Manager. To establish an Agreed Payment Plan, forms are available from the school 
administration office. 

Late Start Enrolment 

New students entering St Philomena School after the commencement of the term may be charged 
on a pro-rata basis for the remaining weeks of the term where appropriate at the Principal’s and/
or School Business Manager’s discretion.  

Withdrawal of Enrolment 

A full term’s notice, in writing, is required for any changes to your child’s attendance. Failure to 
give a term’s notice will result in you being billed for one term’s fees in lieu thereof or your 
Enrolment Bond being forfeited. 
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Should a child be expelled or suspended from school the current term’s fees remain payable. 

We offer no refund on levies for non-participation, except in cases where a family has applied for 
an exemption and it has been approved. 

All activities charged are considered mandatory school activities, so the request for an exemption 
must be deemed reasonable. If the school has incurred any expenses in relation to the activity 
prior to the exemption being applied for, families will be charged for these. 

Student text books, library books and laptops and all accessories are to be returned to the School.  

Extended Leave/Holding an enrollment place 

Fees will be payable for the whole term in which extended leave is taken. For a reduction in fees 
a written request must be made to the Principal at the time of notification and may be granted at 
the Principal’s discretion. Consideration will be given to the length of the break, the nature of the 
leave, the time the student has been at the college, the number of previous leave occurrences, and 
the existence of student waiting lists. 

Learning Support 

The St Philomena School Learning Support department provides support for students with 
disabilities and significant learning difficulties from Prep onwards.  Support for students is 
provided by both a Learning Support Teacher and Learning Support Teacher Aide.  The Learning 
Support Teacher provides both support to teachers to enable students with disabilities to access the 
curriculum in the regular classroom setting as well providing custom interventions within the 
Learning Support Classroom.  The teacher aides within the school support teachers and students in 
a variety of settings. 

Classroom teachers are continually monitoring student progress within the classroom and 
adjusting strategies accordingly.  Where there is a need for additional support identified the 
classroom teacher will send a referral to the Learning Support department which helps to 
effectively target further support.  Classroom teachers will speak with parents if they feel 
additional support requirements are necessary and the Learning Support Department will also 
communicate with parents when their child is receiving support outside the 
classroom.  Meetings to discuss child specific goals for students with identified disabilities are 
also held with the Learning Support Department and the Classroom Teachers. 

Excursions 

From time to time excursions (and incursions) will be arranged to benefit the students and enhance 
their learning experiences.  Often there will be a small cost associated with the excursion (or 
incursion).  These costs will be invoiced in advance at the beginning of the term and adjusted at 
the end of the term for excursions / incursions attended. 

Consent forms are sent out to families at the beginning of the year covering the whole year. 
Students without properly completed consent forms on file will not be able to participate in the 
event. Parents will be notified via email, in advance, of upcoming excursions / incursions and the 
cost associated with the event. Attendance is usually compulsory. 
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Lost Property 

Articles of lost property that have been found on the school grounds are kept at the school 
office.  PLEASE ensure that all items of uniform and other student property are labelled clearly 
with the student’s name. 

Any items not retrieved from the lost property at the end of term may go to the second-hand 
sales at the uniform shop. 

Medication 

All prescribed medication that students require during the day must be taken to the school office 
on arrival at school in the morning. Written permission or relevant form from the office must 
accompany the medication.  The medication will be administered by the administration staff.  
Students should not carry their own medication with them – except for asthma inhalers or 
epipens where necessary. 

Asthma and other life endangering illnesses.  A doctor’s health care plan MUST be lodged at 
the school office for any student with asthma of other life endangering illnesses, such as severe 
allergies, requiring urgent medication. 

Reporting
In the Primary School reports are sent home to parents at the end of the 1st Semester and 2nd 
Semester. Parent/Teacher Interviews are held at the end of Terms 1 and 3. It is compulsory for 
parents to attend Parent/Teacher Interviews in Term 1. Interviews in Term 3 are at the request of 
the teacher or parents. The front office will communicate with parents about arranging times for 
interviews on the days scheduled in the School’s calendar.

In the Secondary School reports are sent home at the end of each term. The reports at the end of 
Terms 1 and 3 are very simple, indicating a student’s progress by giving a letter grade for 
academic progress, behaviour, and effort. The reports sent home at the end of each semester are 
more detailed. They include a description of what has been taught that semester for each subject, 
a letter grade for academic achievement, and comments about the student by the subject teacher. 
Parent/Teacher Interviews are held at the beginning of Terms 2 and 4. These interviews are at 
the request of the teacher or the parents. Teachers will request an interview by putting ‘Y’ in the 
interview column of Term 1 and 3 reports. Parents can request interviews by contacting the 
front office. The front office will communicate with parents about the arranging of times for 
interviews on the days scheduled in the School’s calendar.
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BUS ROUTE

Time Route 
7:25am  Depart Blunder Rd, Oxley Ridge (Translink Stop 67 Aldi-Chemist Warehouse) 
7:30am  Depart Blunder Rd, Durack (At Storage King, before Inala Ave) 
7:40am  Depart Stapylton Rd, Forest Lake (At Heathwood Park) 
7:50am  Depart Conifer St near Silvertop St, Hillcrest (Translink Stop) 
8:00am  Arrive St Philomena School (Koplick Rd, Park Ridge) 
Time Route 
2:50pm  Children on the bus and roll-call 
2:55pm  Depart St Philomena School (Koplick Rd, Park Ridge) 
3:20pm  Depart Silvertop St near Conifer St, Hillcrest (Translink Stop) 
3:30pm  Depart Stapylton Rd, Forest Lake (Opposite Heathwood Park) 
3:40pm  Depart Blunder Rd, Durack (Opposite Storage King, after Inala Ave) 
3:45pm  Arrive Our Lady of Lourdes (St Clements Rd, Oxley) 

PLEASE NOTE: 

• The chartered bus operates each school day Monday to Friday.
• All times are approximate. Schedule subject to some variations because of traffic conditions.
• Parents are to be at their stop 5 minutes prior to these times.
• Parents are to refrain from asking the driver to pick or drop their child at a different stop than

one of those allotted.

Regular Bus Passengers  

**Irrespective of Bus Stop Location  

1st child $370 2nd child $230 3rd child $200 4th child $200 5th child + No charge 

FEES 

These fees will be charged on your term invoice. The above fees are heavily subsidized by the school 
and seats are limited. For this reason, preference is given to families already taking the bus and those 
families not falling behind in the payment of their school fees/ formal payment plans.  

RULES 

1. NO CHILD is to enter the bus without the driver’s permission.
2. NO BODY PARTS are to protrude from the windows of the bus, at any time.
3. ALL PASSENGERS are to remain seated at all times.
4. NO FOOD or DRINK is to be consumed.
5. Any claim for DAMAGE caused by student behavior will be the responsibility of the parent/

carer of the student concerned.
6. NO PERSONAL ELECTRONIC DEVICES, such as, iPods, laptops, iPads, tablets, handheld

game machines, etc. Such items will be confiscated.
7. Mobile phones can only be used out of serious necessity, such as, in an emergency or parents

need to be contacted urgently.
8. ALL PASSENGERS must follow the Queensland Transport Code of Behavior http://

www.tmr.qld.gov.au/buscode distributed to each family.
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If any of these rules are broken, the Principal will give serious consideration to the child being 
prohibited on the bus from the remainder of the term.  

Mobiles and Electronic Devices

Some students need to bring a mobile phone to school for their safety or to contact parents out of 
school hours.  Mobile phones are not permitted for use during school hours.  Students are required to 
hand their mobiles in at the school office for safekeeping upon arrival and collect them after school. 

Ipods, MP3 players, personal laptops, tablets, handheld game machines, and other electronic devices 
are not to be brought to school. 

Carpark

The considerable increase over the years in cars using the car park during drop-off and pick-up times 
has put some strain on the car park. In order to address the problems caused by increased traffic, during 
the peak drop-off times, 7.50-8.10am, and pick-up times, 2.45-3.05pm, we ask that parents leave as 
soon as possible after dropping off or picking up their children. This will continuously free up parking 
spaces and avoid a build-up of traffic waiting on the school’s driveway.

Children are not to be dropped off or picked up at the roundabout or on the school’s driveway. The car 
must be stationary in a parking space for safety reasons and out of consideration for others using the 
car park. Children are not to be dropped off or picked up from the opposite side of the driveway to the 
school buildings. We do not want children crossing the driveway through traffic which increases the 
risk of an accident.

Out of the same concern for safety, we ask that children not cross through the bottom car park near the 
entrance of the school. If their car is parked on the far side of this car park, they are to use the 
pedestrian crossing or walk around the car park’s perimeter on the other side so that they are not 
moving through cars which are entering or leaving parking spaces.
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Due Dates: 

• Work is due at the beginning of the subject lesson on the due date. If the student does not have class in that
subject on the due date; the work is due at 8.15am.

• Work is not to be submitted via email without good reason. (Lack of access to a printer does not constitute
good reason). Students may be required to submit work via USB when digital records are required (ie
PowerPoint) but work will generally be submitted via hard copy.

Late Work: 

• Late work will only be accepted if the student is ill on the submission date and has a medical certificate; or has
sought an extension via the appropriate form from the Head of Secondary prior to the due date.

• Any student who has not submitted work by 3pm on the due date receives an E grade. They are still then
required to submit the assessment, which will be marked by their teacher and kept on record with their E
grade.

• Students who have left work at home have two options. A parent may bring the work to the student by 3pm.
Alternatively, if this is not possible, the student will need to complete whatever they can at lunch time. The
student is still required to submit their original work the following day which will not be marked but will be
kept on file.

• A medical certificate is required if a student is ill on the day of an assessment task or exam.
• Where a student is ill on a day that they are to present a Multimodal assessment task; they require a

certificate only if it is the due date of the task and/or their scheduled date to present. If they were present on
the due date and the date they were to present, they do not require a medical certificate.

• Students who did not submit the work by the beginning of class on the date that it is due are required to stay
in with their subject teacher at lunch time to finish work.

Plagiarism: 

• Work that has been plagiarised receives an automatic E grade. Whilst the E grade stands, the student will be
required to complete the assessment task and resubmit. The new version of work (the student’s authentic
work) will be attached to the plagiarised work and kept on file.

Extensions: 

• For very good reasons an extension may be granted. Please complete the relevant form and return to the
Head of Secondary. The form can be obtained from the school website.

• Whole class extensions can be granted only by the Curriculum Coordinator or Head of Secondary.

Exams: 

• Students who are ill on an exam day will have their exam/s rescheduled. They must present with a medical
certificate.

When the Assessment is complete: 

• The student should retain a copy of your assessment task for their own records (ie on their school USB).
• Teachers will provide students with a copy of their results sheet and teacher feedback.

St Philomena School 
Years 7-12 Curriculum 

Advice for Students Regarding Assessment Due Dates 

Appendix 1
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St Philomena School
Request for an Extension to Assessment Due Date 

Use this form when requesting an extension to an assessment task. Submit this form to your class teacher and then to 
the Head of Secondary School.  

The completed form MUST be attached to the front of the assessment task when submitted. Assessment items that 
are submitted past the due date without a completed request for extension form cannot be accepted. Students who 

submit a Request for Extension form should not assume that an extension will be automatically granted.  All requests 
for extensions should be made 24 hours prior to the due date unless extenuating circumstances exist on or just before 

the due date (documentary evidence must be attached). 
Staple additional information to this form. (Medical Certificate, note from parents, etc)  

This form must be signed by all relevant parties before the original due date.  

Student Name: 

Date of 
Application: 

Subject: 

Type of 
assessment: 

Due date of 
assessment: 

Reason for Requesting Extension: (Please select) 
Illness Family 

Circumstances 
School 
Event 

Other 

Explanation of reason for requesting an extension: 

Subject Teacher Comment/s: 

New Due Date: 

Signature of 
Student: 

Date: 

Signature of 
Parent: 

Date: 

OFFICE USE ONLY 

Class Teacher:    Granted     Yes  No       Signature:_____________________________    Date: ______________ 

Extension granted until: ______/______/________    (Extra  _________ days)  

Head of Secondary School:  Granted      Yes  No       Signature:_____________________________  

Date: ______________ 
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