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Welcome Note
Thank you for choosing Clarke Creek State School as the provider of your child’s education.

At Clarke Creek State School we strive to educate our students for the 21%' Century and are
committed to providing quality futures curriculum, rich in technology experiences, creative and
divergent thinking and real life application.

We appreciate your support in working with us as a united team to ensure each student achieves
his/her full potential. Open communication is the key to this partnership.

Please share the expectations and information contained in this booklet with your children. If you
have any further queries, please contact us to arrange an interview.

Welcome aboard!

Jenny Eeles
Principal

Brief History

Clarke Creek is a rural community, mostly comprised of property workers. Most local children
attend Clarke Creek State School for the duration of their primary schooling. The community is
mainly English speaking.

Clarke Creek State School is located just off the Marlborough to Sarina Inland Highway,
equidistant from Rockhampton to Mackay — approximately 200 km.

The school was opened on the 9" July 1971. Today there are 20 students at the school. The
school is an air-conditioned, single modular building consisting of a double teaching area, library,
services room and storeroom. Student groupings are multi-age. The school is surrounded by
natural bush land. An electric pump at the creek supplies water for the school. The toilets are in
a separate block. The school has a large undercover playground, as well as two undercover
eating areas.

There is also a single persons quarters, a high rise teacher’s residence and a 3 bedroom second
teachers residence.

The Clarke Creek community has a Hall and a Campdraft grounds. Many of the school facilities
are open to the community upon request.
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Administration/ Teaching Team

Teaching Principal:
Administration Officer:
Teacher Aides:

Mrs Jenny Eeles
Mrs Marina Wall
Mrs Marina Wall

Mrs Sally Stevenson
Mrs Sue Sherry

Teacher: TBA
Supply Teachers:

Mrs Lynise Conaghan

Mrs Catherine Phillis

School Directory

ADDRESS: Clarke Creek State School
M/S 898, May Downs Rd
Via Marlborough Q 4795

TELEPHONE: (07) 49389127

FAX: (07) 49389157

EMAIL: the.principal@eq.edu.au

WEBSITE: www.clarcreess.eq.edu.au

Education Queensland Website: http://education.qld.gov.au (for departmental policies, information

about government financial assistance and Queensland schools.)

School Calendar

State School Terms 2009

SEMESTER ONE — TERM ONE
Pupil Free Day

22 and 23 January 2009

School Recommences

27 January 2009

Easter Vacation

Pupil Free Day

10 April — 19 April 2009
20 April 2009

TERM TWO
School Recommences

21 April 2009

Winter Vacation

Pupil Free Day

27 June — 12 July 2009
13 July 2009

SEMESTER TWO — TERM THREE
School Recommences

14 July 2009

Spring Vacation

TERM FOUR
School Recommences

19 September — 04 October 2009

05 October 2009

Pupil Free Day

19 October 2009

School Finishes

Summer Vacation

11 December 2009
12 December 2009




School Routine

Time Routine
9.00am Bell, children move into class
11.00 am Lunch
11.55am Recommence instruction
1.20pm Afternoon Tea
1.50pm Bell, children move into class
3.00pm Dismissal

Assemblies are held each week on Monday afternoons. Weekly announcements are made,
achievements are celebrated and awards are presented.

To cater for a 2 hour literacy block, the students are required to bring in munch crunch — some
fruit or vegetables to snack on.

Absence from School

Student absences from school should be reported by written note to the class teacher upon return
to school or by phone call to the school on the first day of iliness. Unexplained absences greater
than three days will be followed up by the school. Regular attendance at school is very important
for all students.

According to the Education Act, children may be absent from school due to iliness or other
legitimate reason. The school year is only 200 days (or 40 weeks) and frequent absence from
school quickly reduces the amount of learning time, often resulting in falling levels of student self
confidence and achievements.

A child who misses one day per week of school in effect misses eight weeks of school in a year.
No child can miss this much schooling without learning being affected. Children require
considerable time to develop and consolidate new concepts and skills. Interruptions to their
learning time due to frequent absences from school may result in some children slipping well
behind their peers.

As previously stated children who attend school regularly will make better progress but sending a
child to school when they are unwell can be equally harmful. The child will not benefit enough to
learn effectively and will probably spread the illness to other children and staff.

Educational Programs

Educational Programs are founded on the priorities set out by Education Queensland, and such
priorities include quality curriculum programs, effective teaching and improving learning outcomes
for all students. Information on the eight key learning areas are detailed in the handbook. The
school delivers the curriculum in all Key Learning Areas and has a good reputation in both
academic and sporting endeavours.

Clarke Creek State School offers all KLA’s through an integrated curriculum framework. Clarke
Creek State School has links with Marlborough, St Lawrence, Milman and Mackenzie River
schools. The school is under the Broadsound schools PCAP Cluster and part of the Mackay




Whitsunday Regional Education Office. We also belong to two sporting zones — Marlborough
District and Brigalow District.

Voluntary Contribution Scheme

Clarke Creek State School runs a Voluntary Contribution Levy Scheme each year where it is
asked that each student make a contribution towards art supplies. This contribution supports the
purchase of a vast range of consumables for student use. By buying in bulk the school is able to
offer significant cost-savings for parents. Contributions are to be set at $40.00 per child - $20.00
per semester for 2009. At the commencement of each school year the school will invoice
parents / caregivers for the above amount.

At the last P & C Meeting in 2008, it was decided that the school would purchase all textbooks,
stationary and exercise books for all students. The cost for each year level was sent out in a
notice at the end of the year. An invoice will be sent home at the beginning of the year for
payments. If parents choose not to participate, all items on the list will need to be purchased
before the commencement of the school year and sent on the first day. Please check with the
Principal as to the correct text books for your child.

Safety

General Safety

All students should wear covered shoes to protect themselves against the hazards of snakes,
prickles, hot ground etc. The only exceptions to this are for the wearing of thongs for walking to
and from the pool. All students are to eat their food sitting at the tables in the covered areas,
before playing. NO food is allowed elsewhere. Commonsense and consideration for others is to
prevail for any activity and for the use of any equipment.

Sun Safety

The general rule of “No hat, no play” is adhered to at all times. The use of sunscreen is actively
encouraged, as is the use of sun shirts whilst swimming. Any activities will be done in shady
areas wherever possible.

Clarke Creek State School has a comprehensive Sun Safety policy (available on request) and is a
“Sun Smart” school.

SUNSMART
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Accident Policy
A basic First Aid kit is maintained at school for minor injuries. All members of staff have current
First Aid qualifications.

Should an accident occur in the school grounds, the following procedure should be adopted:

If not serious, the teacher will send or take the child to the office for treatment, and an
accident report form will be completed and filed, either manually or on SMS.



Any serious accidents requiring transport to hospital should be recorded in the accident
register and parent/guardian contacted.

Specific parental instructions regarding serious accidents are kept on computer file in the
office and the medical register. Information of who to call in case of emergency is kept in
these files.

For very serious accidents a report may be required to be sent to Regional Office.

The accident book is never to be destroyed, as it may be required as court evidence in later
years.

Fire Drill Policy

The school will practice an emergency evacuation of all school buildings once a term, to guard
against possibility of accidents to children and adults in the event of a fire during school times. All
fire drills are to be treated with the utmost seriousness.

The fire alarm will be a continuous ringing of the bell. The bell is near the front door. All voluntary
helpers and school staff should be aware of the evacuation procedures by making themselves
familiar with the Fire Evacuation Procedures that are strategically placed throughout the school,
which indicates the correct routes to take. Upon departing the room teachers need to collect the
school roll. Everyone is to assemble near the tennis court.

Lock Down Procedure

The school will practice an emergency lock down procedure once a term, to guard against
possibility of accidents to children and adults in the event of a lock down during school time. All
lock down drills are to be treated with the utmost seriousness.

A whistle will be blown to indicate that it is a lockdown. All voluntary helpers and school staff
should be aware of the procedures by reading the lock down policy. All students, volunteers and
staff are moved inside the school and staff will forward them to the storerooms. A roll will be
called immediately and Principal will take charge.

Infectious Diseases Policy
The following list details exclusion times for various illnesses:

Chicken Pox: Until fully recovered or at least 5 days after eruption first appears. Some
remaining scabs are not an indication for continued exclusion.

Mumps: At least 9 days from onset.

Measles: At least 4 days from appearance of rash.

Conjunctivitis: (Acute infectious) Until discharge from eyes has ceased.

Ring Worms: Exclude until day after treatment has commenced.

Head Lice: Until head has been cleared. Constant checking by parents is extremely
important.

Rubella: At least 4 days after onset of rash.

School Sores: Until appropriate treatment has commenced and exposed sores are covered.

Glandular Fever:  Exclusion not necessary.



Admissions

Primary enrolments are conducted through the school office and principal. Students enrolling from
another State School need to produce a transfer certificate from the previous school. If this has
not been arranged, the school will obtain the certificate on behalf of the enrolling parent.

Please contact the school to arrange a suitable appointment time.

Enrolment procedures include completion of enrolment forms, which may be done beforehand
and an interview with the principal. It is preferable that the children to be enrolled also attend the
interview.

At interview, a starting date will be arranged. In order to ensure appropriate classroom support, in
some cases the student’s starting time may be delayed until appropriate support is in place.

In 2007 The Queensland State Government will provide Preparatory Year of education for five full
days per week. Students are to turn five (5) in the year of enrolment between 01 January and 30
June.

The Department of Education requires evidence of the date of birth of the child. This evidence
may take the form of any of the following:
- An official Birth Certificate or extract.
A newspaper cutting announcing the birth date to be shown.
A certificate from a Doctor or Clergyman — provided the date of birth and the year is clearly
stated.
A Statutory Declaration made by a parent or guardian and signed by a Justice of the
Peace.

Community Links

Caring and competent staff members support our students. An adopt-a-cop from Marlborough
can be accessed by the school. A Developmental Guidance Officer and a Learning Support
Teacher serves our school when requested. At Clarke Creek State School, the philosophy of a
supportive school is embedded within the school culture and is reflected in a ‘Code of School
Behaviour’ plan based on a set of principles that are understood, accepted and practiced by all
members of the school.




Facilities, Grounds & Environment

A safe and attractive physical environment is paramount to the school environment. This is being
achieved by:

Developing appealing gardens

A large oval

A newly refurbished tennis court with lights and synthetic turf

A nine metre salt-chlorinated swimming pool with partial shade cover
Air-conditioned learning environment

Two covered eating areas

A large shaded adventure playground

Library

Ten curriculum computers

Tennis Court

With the tennis court being newly refurbished, the school and students are using this facility to its
full potential. Students are involved in a variety of games that are played in class and during break
time. Members of the community are welcome to use the tennis court for their individual use, with
prior arrangement from the school.

Swimming Pool

Students are only allowed to participate in swimming if there is a current
swimming permission note on their file. After changing for swimming
students must wait at the pool gate for the supervising adult to arrive. The
swimming pool is to be used ONLY when supervised by a teacher or an
adult with current CPR and First Aid. If members of the community wish to
use the pool they are most welcome to, with prior arrangement from the
school.

Classroom Environment Policy

Classrooms should reflect the current work program being implemented. It is not expected that
classrooms be clinically clean; but it is expected that they be neat in appearance. Papers, charts
and displays should be neat, with correct lettering and spelling. Display work should be a model
for children. It is anticipated that much of this will be child produced.

Library Borrowing Policy

Children are encouraged to use the library for individual research. The library should be utilised
as much as possible. All teachers and teacher aides should have a complete understanding of
the borrowing system. The library is available for borrowing by all students and parents between
the hours of 8:30am and 3:00pm each school day.



Bus

A bus run operates for the students living north of the school. It is Queensland Transport Policy
that if there is a variation to a child’s normal bus routine, a note must be given to the driver as well
as the school Principal.

Computers/Technology

The school has 10 computers, along with media technologies such as a television, combined DVD
and VHS player, 2 Interactive Whiteboards, 4 digital cameras and a video camera. Where
possible, media technologies are used to enhance student learning.

Student Banking

The school banking is done every Tuesday for the children. All children are to give their
bankbooks to the Administration Officer.

Reporting

Progress Reports for each child shall be sent home at the end of each term. Parent interviews are
encouraged throughout the year. If parents have specific concerns about their child/children, they
should seek a meeting with the teacher. Year 2 Diagnostic Net reporting will occur at the
beginning of third term and the Yr 1 and 3 continua reporting will occur at the end of fourth term.
Yr 3, 5, 7 Benchmark Testing information will be forwarded to parents in late September.

Complaints & Grievances

Concerns regarding your child’s education should be discussed with the principal. Appointments
are to be facilitated through the principal. See following Complaints Management Policy
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All complaints are handled in a positive and open way.

Documentation

The school documents all complaints.

Complaints are recorded and reported to the principal as soon as practicable after receiving the complaint.
Complaints can be made directly to the principal.

The record of the complaint:
Uses objective language clearly stating the facts
Contains information in chronological order as practically possible
Uses quotation marks, where appropriate and necessary
Is neatly and legibly written in biro/pen or in print in clear unambiguous language
Includes, where necessary, initialed and dated corrections
Includes signature, designation of the author, and time and date of the incident/complaint

If it is not resolved at the first point of contact, the complaint is acknowledged within five (5) working days
by telephone, in person, by email, or in writing.

Documents related to the complaint are kept and stored in accordance with the relevant departmental
policies and schedules. Please refer to the Department of Education Manual - CM 10: Records
Management Schools and Non-School Offices. This includes schedules governing the archiving and
disposal of records:

General Disposal and Retention Schedule
Retention and Disposal Schedule for Records held in Central and District Offices
Retention and Disposal Schedule for Records held in Schools
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Complaints Management Phases
There are four key phases in handling a complaint, with the option of a fifth phase for review of a complaint
outcome:

Phase 1. Receiving and clarifying the complaint
Phase 2. Deciding how to handle the complaint
Phase 3. Finding out about the complaint
Phase 4. Making a decision about the complaint
Phase 5. Review

Phase 1 — Receiving and Clarifying the Complaint
Any member of staff can receive a complaint.

All complaints are received in the following manner:
- Being respectful and helpful
Giving the person your undivided attention
Not being defensive, apportioning blame
Remaining positive
Not perceiving anger as a personal attack

When a staff member receives a verbal complaint they:
Listen carefully to the issues being raised
Summarise the issues to clarify and check that they understand what the complainant is telling you
Empathise and acknowledge the complainant’s feelings
Find out what the complainant wants to happen as a result of the complaint
Tell the complainant that they may use the support of a third party in progressing the complaint, if they
feel this is needed
Resolve the complaint if possible, or assure the complainant that an appropriate staff member will
address their complaint
Tell the complainant of what will happen with their complaint
Thank them for their complaint

Complaints are sometimes made with the assistance of an advocate, interpreter or by a third party (as
agreed between the complainant and the principal). In this case staff will receive and clarify a complaint
from more than one person.

Many complaints are resolved at the first point of contact with information and/or an explanation, together
with an apology and recognition of the effect the situation has had on the person. Some complainants may
also want an undertaking that action will be taken to prevent the problem recurring.

When the complaint is not resolved immediately the complaint is referred to the principal as soon as is
practicable.

A member of staff who receives a verbal complaint that is not resolved informs the complainant of the
further options of:

Putting their complaint in writing; or

Assisting the member of staff to record, in writing, the particulars of their complaint.

In general, if the complainant agrees to put the complaint in writing, the member of staff takes no further
action unless or until a written complaint is received.

However, if the complaint relates to a report about harm (whether physical/emotional/ sexual) of a student
under 18 years attending a State educational institution, or the matter relates to possible criminal activity,
the matter is immediately reported to the principal or the principal’s supervisor advising them of all the
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particulars known (in relation to sexual abuse, as prescribed in regulation 76 AA of the Education (General
Provisions) Regulation 2000). Refer to the Department of Education Manual, HS-17 Student Protection
Policy, for detailed obligations of all Education Queensland employees.

Once the complainant indicates that they would like to register a formal complaint verbally, the member of
staff makes a written outline of the issues concerned. The record is read to the complainant, with
opportunity for appropriate amendments and the complainant is asked to sign, where possible, the written
version of the complaint. The staff member also signs (indicating their personal designation, for example,
“Year 7 Teacher, XYZ State School”) and dates the complaint.

No signature is required for verbal complaints taken over the phone, but the complainant is asked to
provide verbal confirmation of the issues that have been recorded.

If a complainant refuses to sign or confirm a written recording of a verbal complaint, the staff member notes
the refusal on the written complaint. The complainant is told that this refusal will be noted and that the
process will be reliant on the staff member’s interpretation and notes only. The complainant may not, at a
later date, make another complaint based on a lack of satisfaction with this record of complaint.

Receiving a Written Complaint
When a written complaint is received it is date-stamped and forwarded to the principal.

Receiving an Anonymous Complaint
When an anonymous complaint is received the complainant is told of the possible limitations associated
with the making of an anonymous complaint.

Phase 2 — Deciding how to handle the complaint

When a staff member receives a complaint they:

- Begin the process of making an assessment about a complaint from the moment the complaint is
received
Make an assessment in the first instance about whether the issue can be dealt with as a concern or a
complaint
If they are not the principal, refer the complainant or the complaint to the principal for addressing.

The principal decides whether to:
Take no further action
Attempt to resolve the complaint through resolution strategies such as mediation
Refer the complaint to the relevant internal or external agency if required
Initiate an investigation of the complaint, within the school, if further information is required.

Co-ordination of complaints

The principal has final responsibility for the management of all complaints that relate to school
management issues under his/her jurisdiction. The complaint can be referred to another staff member in
the school for action (for example, the deputy principal, registrar or nominated staff member).

If the complaint relates to departmental policy, or a departmental policy position, the complainant is
advised to take their complaint to the relevant district or regional office.

If the complaint is in relation to official misconduct, student protection, staff grievances or a perceived

breach of privacy, the complaint is directed to the Workforce Standards and Performance Unit and the
Legal Services Branch.
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Record of Complaint
The principal ensures that records are kept of a complaint and any referral of a complaint for either internal
or external review.

Phase 3 — Finding out about the complaint

The principal or delegate gathers all the necessary facts about the complaint while keeping in mind the
principles of natural justice of all parties concerned.

The principal or delegate investigates complaints by:
- Collecting and analysing information relevant to the matter
Working collaboratively with all people involved
Finding the facts relating to the matter
Identifying any contributing factors to the matter
Consulting the relevant DOEM policy on issues that relate to the complaint
Documenting the investigation report or outcome

Phase 4 — Making a decision about the complaint

Based on the facts about the complaint gathered in Phase 3, the principal, or delegate makes a decision
on the complaint.

Notifying the complainant of the decision
Within 28 days of receipt of the complaint, the principal provides the complainant with either:
A written response, including reasons for the decision or
A written natification that their complaint has been referred to an internal or external agency.

Phase 5 - Review Phase

If the complainant is not satisfied with this response, they are encouraged to discuss it further with the
school principal and/or advised to contact the principal’s supervisor, the Executive Director, Schools at the
district office.

Further review of the decision is available from the Office of Education Queensland and the Queensland
Ombudsman as described in Making a Complaint.

Mrs Vicki Rogers
Previous Principal ~Clarke Creek State School
Date

Mr Ken Collier
Executive Director (Schools) ~Mackay Whitsunday Region
Date

Date of review: February 2010
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Homework

Written and learning work is set as homework on a weekly basis given on a Monday. Suggested
times are:

Years 1, 2, 3: Up to, but generally no more than one hour per week.

Years 4, 5: Up to, but generally no more than two to three hours per week.

Years 6, 7: Up to, but generally no more than three to four hours per week.

We encourage you to discuss and check homework with your child.

Media Permission Form

Photographs of the students are often taken by school staff on school excursions and at special
events and may be published in school newsletters, on the school’s web page on the Internet and
in newspapers. Parents NOT wishing for their child’s photograph to be published are requested to
advise the school principal in writing. A media release form is also signed on enrolment.

Medication

All students who require doctor prescribed medication must have their parent/guardian complete
the medication form which is located within the office, in this prospectus or the school website.

DAILY PROCEDURE
1) parents to send note to accompany any medicatidrieechool outlining all above
information
2) children are to hand note and medication in tolteaas they arrive at school
3) Ventolin and similar medication — children may ka&mtolin with them only if prescribed
to have on them at all times, otherwise it shouoltbiv the above steps
4) medication will be sent home with the children @sletherwise instructed

Newsletter

The Clarke Creek Chronicle is distributed each fortnight to each family. We regard the newsletter
as an important means of communication with you and encourage students and parents to read it.
By approaching the Principal, items of a community nature are given approval for inclusion.

School Uniform/ Dress Code

Wearing of the school uniform is compulsory for students. Please refer to the Dress Code
following.
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Wearing of uniform is compulsory for all students.

No Jewellery is to be worn with the exception otetes and stud/sleeper earrings for female students
Religious and medical bracelets/chains may be \aéier consultation with the Principal.

School Hat must be worn outside at all times (Swarsolicy 2006)

Closed in, appropriate footwear must be worn diraks.
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Mrs Vicki Rogers
Previous Principal ~Clarke Creek State School

Mrs Melisa Hill
P&C President ~Clarke Creek State School Parents & Citizens Association

Mr Ken Collier
Executive Director (Schools) ~Mackay Whitsunday Region

Date of review: February 2010



P & C/Parent Involvement

Parents are encouraged to come into the school as parent helpers and/or contact the Principal /
teacher to discuss their child’s progress at any time throughout the year. A large percentage of
the parent group are actively involved in school activities including — classroom help, P & C
committee, excursions, uniform sales and grounds maintenance.

The P & C provide positive support to the school through fund raising. The P & C run both major
and minor projects throughout the year. The function of the Clarke Creek P & C is to represent
interested parents and community members and allow them a forum for expressing their views
about school issues. The P & C meet in the third week of every month.

Parental Involvement Policy

Parental involvement in the school is encouraged and welcomed through prior arrangements. All
parents should have completed the Student Protection Course before contact with students during
school related activities. Such activities include assisting with classroom activities, sporting
events, camping and transport. Volunteers who are not a parent of a student at the school must
also undergo the ‘Working With Children’ Check. Where possible, parents are encouraged to
discuss matters relating to their children or school matters during non-instructional times.

Visitors Register
Upon entering the school grounds, please proceed to the School Office to sign-in. Any trades
people must view the Asbestos Register before commencing work.

School Rules
School Rules Policy — Also refer to the ‘Code of School Behaviour’ Policy.

The following rules are enforced.

1. Respect others and their property.

2. Take pride in your work and your school environment.
3. Be positive and willing to learn.

Before / After School Policy

Children have been asked not to enter the school grounds before 8:30am. No child should be
playing with the school sports equipment before school. All children should ensure that they are
prepared to commence work at 9:00am. Arrangements may be made with the Principal and staff
to accommodate students upon requests. There is no formal supervision of students before and
after school. If children are going home by a different means of transport than usual, the Principal
must be advised.

Broken Equipment Policy

All broken equipment should be reported to the office and appropriate action can be taken to fix,
replace and/or discard. It is important that these items be brought to the office so they can be
taken off the asset register.
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Excursions Policy

School excursions are encouraged as a positive aspect of schooling along with academic and
social experiences. It is the Principal’s decision in deciding the supervision needs incorporating
staff and parents attending these excursions. All parents participating in camps must have
undergone Student Protection Training and understand the nature of their role.

School Leaders

At Clarke Creek State School, we encourage our Year 6 and 7 students to become school leaders
through the Student Representative Council (SRC). In Year 7, the students then have the right to
nominate for School Captain and Vice Captain. A Leadership program will be provided to the Year
6 and 7 students as part of the SRC.

Student Representative Council 2008

Christopher Sharman
Regan Conaghan
Jayden Conaghan
Georgia Conaghan

Jacob Nelder
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