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Purpose of this booklet
This booklet has been designed 
for families who have students 
at the school. This includes 
information about the school and 
parent/carer communications, 
contact details, school hours etc.
The Croxton School website and 
Compass App also covers many 
of these topics, as well as other 
important information that is less 
suited to a printed handbook (eg. 
Curriculum, newsletters, current 
news).

The website can be found at 
www.croxton.vic.edu.au

Compass may be found at:
https://croxton-vic.compass.
education/login.aspx
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INTRODUCTION

Programming
You will receive a timetable of 
your child’s programming at the 
beginning of the year.  Each class 
/ department follows a different 
schedule, so it is important you 
keep a copy handy so that you are 
aware of the activities your child 
has participated in. If there are 
any changes to the timetable, a 
new updated version will be sent 
home. A new copy of your child’s 
timetable is available on request.

Bell times for 
Northcote Campus
9:00am – 11:30am 
Class Instruction
11:30am – 12pm 
Play time / Lunch Break
12:00pm – 1:00pm 
Class instruction
1:00pm – 1:10pm 
Eating lunch in class (some 
classes may start earlier if 
students require more time to eat 
their lunch.
1:10pm – 1:50pm 
Recess / Play time
1:50pm – 2:55pm 
Class Instruction

Phone number
9482 5482

Office hours
8.30am to 4.30pm

Business Manager
Michelle Westlake

Office Staff
Marnie Stilo
Margaret Joels 
Warwick Dunbar

Leadership
Principal
Bev Fegan

Assistant Principal
Michael Sertori

Term dates for 2019
Term 1: Jan 29 – April 5
Term 2: April 23 – June 28
Term 3: July 15 – Sept 20
Term 4: October 7 – Dec 20

Departments 
Croxton School are offering the 
following programs in 2019:
 
Foundation and Early Years
Coordinator: Toula Spiliopoulos
 
Upper Primary
Coordinator: Laurie Burns
 
Multi-age Thornbury PS
Anne Barnett 

Secondary 
Coordinator: Mick O’Neill
 
Pre-CAL
Coordinator: Luke Ferns

PALS
Coordinator: John Candusso
 
Thornbury HS 
(Transition Learning Centre)
Coordinator: Despina Roberston
Learning Teacher: Karen Lamb

VCAL
Coordinators: 
Connie Skliros and Kerry Young
 
Curriculum days
During the year the DET 
(Department of Education and 
Training) requires schools to hold 
four ‘Pupil Free Days’ for curriculum 
development and reporting. 
Students do NOT attend school on 
these days. The dates approved 
by Croxton School Council for 
curriculum days in 2019 are:
Term 1: January 29 
Term 2: June 11 
Term 3: August 23
Term 4: November 4
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Compass
Communication assists and 
supports building a strong 
partnership between home and 
school. Notices, messages and 
correspondence will be sent via 
the COMPASS App. If your child 
currently attends Croxton School, 
families would have already 
received their temporary sign 
on.  For new students, families 
will receive their temporary sign 
on as part of their essential items 
letter package.  Once you have 
received your unique sign on, 
you will need to download the 
COMPASS App and follow sign on 
instructions.
If by any chance you have 

forgotten or misplaced your 
current sign on, please email the 
school for a temporary sign-on. 
We encourage you to 

communicate to your child’s 
teacher any news or concerns 
you may have via COMPASS. You 
may also make an appointment 
with staff by phoning the school or 
communicating via email. 
To communicate with staff via 

email, please use the school’s 
email address ‘croxton.ss@
edumail.vic.gov.au’ and attention 
the email to the specific staff 
member

Privacy / Confidentiality
Student phone numbers are not 
to be passed between students 
without parental permission. 
Exchange of phone numbers may 
be organised by parents through 
the teacher (via COMPASS or 
email).

Policies 
Croxton School policies can 
be obtained on request.

Parents/Carers wishing 
to meet staff
If you wish to see a staff member 
regarding your child please 
contact the school to make an 
appointment. Teachers are unable 
to have discussions during student 
learning time with parents/carers 
as they are responsible for the 
teaching of their class. 

School contribution fee
The Croxton School Council has 
set the 2019 school contribution 
fee at: $300. This is reviewed 
every year.
This money is used to pay for 

essential education items which 
support instruction in the standard 
curriculum programs such as 
text books, student stationery, IT 
equipment and the upkeep of the 
Croxton School owned buses. A 
letter requesting payment of these 
fees will be sent home at the 
beginning and end of each school 
year.

ADMINISTRATION

Payments
When making payments for any 
programs / services, our preferred 
option is BPAY. Other option we 
accept are QKR, credit card or 
cash payment.

Newsletter
The newsletter is distributed 
fortnightly and is posted on our 
website – www.croxton.vic.edu.au 
– and on Compass.
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Bus transport
Croxton School has three buses 
that transport students who live 
within the Designated Transport 
Zone (DTA) to and from school 
each day. Below you will find 
details of the bus company, the 
supervisors and their mobile 
phone numbers.
It is essential that you notify your 

child’s bus supervisor, and the 
general office at the Northcote 
Campus (9482 5482) of any 
changes to your child’s transport 
arrangements. It is also essential 
to notify your child’s teacher of 
these changes.

Bus Company
Dyson Group 
889 High Street, 
Reservoir 3073 
9470 3355

Croxton School contact
Michael Sertori 9482 5482

Bus supervisors
• Coburg Bus 

Bev: 0425 806 352
• Preston Bus 

Jenny: 0425 806 357
• Reservoir Bus 

Dot: 0425 806 358

Transport assistance
Transport assistance to and from 
your home to Croxton School 
may include one of a variety of 
types of assistance, depending 
on the eligibility of students. This 
includes:
• providing access to a bus 

service
• providing a travel pass for those 

students who are capable of 
travelling independently

Students who live fewer than 
4.8km from the school may be 
able to access a bus only if there 
is seating available on the bus 
service. This permission to travel 
may be granted on a term by term 
basis.
Door to door transport is not 

an entitlement and a number of 
families are required to privately 
transport their child to a pick-up 
point to catch a transport service. 
Pick up-points minimise time 
spent on transport for all students. 
In the interest of ensuring the 
most efficient service for all 
students, individual requests 
cannot be accommodated.
Students are allocated one 

type of transport assistance, for 
example, if your child accesses 
the school bus, the policy is one 
seat on one bus. This means that 
your child travels on the bus in the 
morning and in the afternoon.

TRANSPORT

Independent travel
Where possible, please try to 
build your child’s confidence in 
travelling on public transport. If 
at any time during the year you 
feel your daughter/son is capable 
of travelling independently to or 
from school, please fill in the form 
available from the office. Also let 
the class teacher know the details 
so that they are aware for safety 
reasons.
Travel skills are taught within 

programs. It is important to 
remember however, that this does 
not replace a formalised travel 
training program. Formalised 
travel training may be conducted 
through DHHS and is an 
arrangement made by families.
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Medication
Croxton Staff can administer 
medication to students upon 
written advice from parents/carers 
(including dosage etc.). Students 
must not be in possession of 
medication at school (except 
asthma puffers) without 
consultation with the Principal 
or Assistant Principal. Students 
are not allowed to administer 
their own medication. The school 
does not supply analgesics (e.g. 
Panadol). Analgesics will not 
be administered without written 
authority.

Student emergency 
medical plans
Parents/carers are required 
to provide additional detailed 
information clearly stating 
their child’s current Medical 
Management Plan. These may 
include anaphylaxis, epilepsy, 
ashthma and allergy plans. A copy 
of this is attached to your child’s 
records and copies are kept in 
both the classroom and First 
Aid Room. If your child requires 
medication to be administered by 
a trained person, Croxton School 
will endeavour to outsource the 
training required.  Until such 
time that staff are trained, an 
ambulance will be call (where 
appropriate) and parents notified 
immediately.

MEDICAL

First aid/illness
Most staff at Croxton School have 
completed their first aid training 
(Levels 1 / 2) and these trained 
first aid staff care for the Croxton 
students. If your child is unwell 
or sustains an injury first aid will 
be provided as soon as possible. 
You will be notified if your child 
requires further medical attention 
and/or needs to be picked up from 
school.
There are a number of illnesses 

your child may acquire which 
preclude them from attending 
school. Children who are unwell 
should be kept at home to rest 
and to avoid exposing others to 
potential infection.

Anaphylaxis
Croxton School does not ‘ban’ 
certain types of foods (e.g. nuts), 
however, at the beginning of each 
year a notice will be sent home 
outlining any anaphylactic risks 
in your child’s classroom.  The 
school does request that parents/
carers take note of these triggers 
and consider them when packing 
lunches. Croxton School has a 
rule that students do not share 
their food with other students, 
and that students only eat what 
is provided to them from home. 
Regular education within the 
classroom is to be held to enforce 
this rule.
If your child has anaphylaxis, 

they MUST be sent to school 
with a clearly marked (with their 
name) and in date Epipen. The 
Epipen will be kept at school at all 
times. If your child is accessing 
any programs that are outside the 
school grounds (ie: excursions) 
the school Epipen will be taken to 
these programs.
If your child travels to and from 

school via school buses, an 
extra Epipen MUST be supplied.  
This Epipen needs to be in a 
cooler bag and given to the bus 
supervisor on boarding and which 
will then be given to the staff (at 
Croxton) or to the parent (when 
going home), on departure. 
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Student late arrivals or 
early departures
Students are not permitted to 
leave the school unaccompanied 
by an adult during school hours. 
Parents/carers may of course 
collect their child at any time they 
wish. If the child travels to or from 
school on the school bus parents/
carers must ensure they inform 
the main office at the Northcote 
Campus that their child will not be 
travelling on the school bus. Office 
staff will then ensure their child’s 
name has been marked off the 
bus roll.
If your child arrives at school 

after 9am they must report to the 
Front Office before entering their 
classroom to obtain a late pass.

Student absences
Parents/carers must advise 
the school either by telephone, 
COMPASS, via email or letter 
if your child will be absent from 
school. If you haven’t informed 
the school prior to your child’s 
absence then you must provide a 
note or approve on the Compass 
App upon your child’s return to 
school stating the reason for their 
absence. Every year the DET 
(Department of Education and 
Training) conducts a state-wide 
audit of enrolments. It is very 
important that all children are 
accurately accounted for.

ATTENDANCE

Emergency details
Please remember to notify the 
school office staff immediately if 
your child’s emergency details 
are changed. These include 
phone numbers for home and 
work including mobile phones, 
telephone numbers of emergency 
contacts (at least two are 
required), change of address, 
changes to custody orders and 
medical information.  Some of 
this information can be changed 
directly through Compass App.
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Student Support 
Group meetings
Individual student reports are 
written mid-year and at the end 
of the year. Parents have the 
opportunity to participate in a 
Student Support Group (SSG) 
meeting a minimum of four times 
a year. 
SSGs are held during second 

and fourth terms for the main 
purpose of parent teacher 
reporting.
An SSG for the purpose of 

reviewing goals within the 
students Individual Learning Plan 
(IEPs) is held during terms one 
and three.  
A parent may arrange an 

interview to discuss their child’s 
progress at other times throughout 
the year. Parents are asked to 
contact their child’s classroom 
teacher to arrange a mutually 
convenient time to meet. Please 
note in order to reduce interruption 
to classes all SSGs are held 
before 9am or after 3pm.

Reporting to parents / carers
We highly value open and honest 
communications with our parents/
carers. Please do not hesitate 
to contact your child’s teacher, 
Assistant Principal or Principal 
if you have an issue or concern 
relating to any matter regarding 
your child’s education.
You can contact us via Compass, 

telephone our webpage or app. 
Please telephone teachers before 
9am or after 3pm so as not to 
interrupt their teaching duties. 
Please make an appointment with 
your child’s classroom teacher 
if you wish to speak to them at 
length about any given matter.

Assessment
In both Literacy and Numeracy, 
formal assessment is carried 
out at the beginning of each 
year and throughout the year by 
classroom teachers. This provides 
baseline testing and evidence of 
progression using commercial 
tests, anecdotal recording and 
teacher observation.

Program for students with 
disabilities (PSD) reviews
If your child is transitioning from 
Kindergarten or Early Intervention 
Program into our Foundation 
Program, eligibility needs to be 
confirmed.  This is done through 
Assessments Australia. Your child 
will be referred upon enrolment.  
Once eligibility is confirmed, an 
application for funding needs to 
be submitted into Program for 
Students with Disabilities (PSD).  
Once funding is allocated, it stays 
with the child until their Year 6/7 

ASSESSMENT

Review, or otherwise stated.
Upper Primary students PSD 

funding is reviewed around 
the age of 11 to 12 years. This 
review is referred to as the 6/7 
Review. This review is to ascertain 
whether students are still eligible 
for funding under the Program 
for Students with Disabilities and 
then, if they are eligible, what level 
of funding they should receive.
This is an extremely important 

process as this is the last time 
students will have to go through 
this review process (unless your 
child receives short term funding). 
What this means is that the level 
of funding that is established after 
this process will be the funding 
they will receive for the rest of 
their schooling.
At the appropriate time parents/

carers will be given more 
information about the process and 
what is expected from them.

Information and 
Communication 
Technology (ICT)
Technology is an important 
part of your child’s educational 
experience at Croxton School. In 
order to ensure ICT is accessed 
appropriately there are strict 
guidelines we employ in respect 
to student use of ICT. From time 
to time certain privileges may be 
suspended if your child fails to 
follow the outlined rules – if this 
occurs you will be contacted.
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Student leadership and the 
Student Representative Council 
SRC at Northcote Campus
Each class group elects two 
class leaders (including Multi 
Age Thornbury PS)– Leader and 
Deputy Leader. Class Leaders 
are nominated and elected by 
their classmates. These students 
become members of the SRC. 

Transition of students
The transition from preschool to 
school, and then between areas 
of the school, are distinct phases 
of each student’s educational 
pathway. Successful transition 
should have a positive impact 
on student’s social, physical and 
academic development.
At Croxton School we aim to 

ensure transition is a smooth and 
natural progression from one 
learning stage to another. When 
students are prepared for the 
transition to school, or between 
areas, they are more likely to 
succeed and to make a confident 
contribution to their learning 
program. When parents are 
included in the transition process it 
begins, or renews, involvement in 
their child’s education.

Transition of students 
between learning areas
Time is allocated for students 
to spend time in their new 
learning area. Planned activities 
will provide opportunities for 
students to become familiar with 
the following year’s learning 
environment and to gain an 
insight into the expectations and 
operation of their new area. It 

also allows students to meet and 
associate with their peers before 
the commencement of the school 
year. 
A successful transition program is 

beneficial to students, parents and 
teachers as it provides knowledge 
of and continuity in educational 
experiences.
For students transition will 

provide:
• continuity of learning 

experiences
• motivation and openness to new 

experiences
• increased confidence and 

familiarity with a new setting, 
teachers and students

• improved interactions with peers
For parents transition will provide:
• greater knowledge and 

understanding of the educational 
programs offered

• familiarity with staff and 
confidence in their interactions 
with them

• increased confidence in their 
child’s ability to achieve in a new 
setting

• ongoing input into their child’s 
education

For teachers transition will 
provide:
• increased knowledge of students 

and enhanced ability to meet 
individual needs

• a network of professional 
support

• increased parental support

Incident reports
Whilst we are committed to 
providing a safe learning 
environment for all students, 
occasionally incidents of a serious 
nature may occur at school. If 
your child is involved in a matter 
involving property damage, theft, 
an accident, harming another 
person or has been harmed 
themselves, an incident report 
will be written and the teacher, 
Assistant Principal or Principal 
will contact you. If your child 
is involved in threatening or 
hurting another child they may 
be removed from their learning 
area for a specified amount of 
time – you will be contacted if 
this occurs. In addition, if your 
child is involved in any kind of 
incident that has impacted on their 
physical or emotional safety at 
school you will be informed. If you 
have any concerns at any time 
regarding your child’s behaviour 
and/or safety at school we 
encourage you to make contact 
with us.

STUDENT 
MATTERS
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School uniform
School uniform is not compulsory 
for all students. Uniform items 
are on display near the front 
office at our Northcote Campus. If 
your child attends any of our off-
campus programs (Thornbury PS 
or Thornbury High School), it is an 
expectation that your child wears 
the uniform of their host school.
Orders can be placed at the 

school office (with payment 
please) Ordering is available 
on the QKR app or forms are 
available from the Front Office. 
If you have difficulty affording 
a uniform please contact the 
school so we can assist you. Our 
school has a Sun Smart Policy. All 
students are required to wear a 
hat during recess break times and 
sport during Terms 1 and 4 and on 
excursions.

Stationery
All stationery (pencils / textas / 
gluesticks etc) will be provided 
by Croxton School. If students 
intentionally destroy school 
stationery or supplies parents / 
carers may be asked to replace 
damaged items.

DAY TO DAY

Home learning
All sections strongly encourage 
reading as a home learning task. 
All departments have an extensive 
take home reader program. 
Students take home a reader/book 
each night which we ask parents/
carers to take the time to hear 
them read or read to them. This 
reading is then to be recorded in 
the student’s reading diary.
Home learning is sent home at 

the discretion of the teacher or at 
the request of the parents/carers 
or student.

Personal belongings at school
Students are encouraged not to 
bring valuables or expensive toys 
to school as the school will not 
accept any responsibility for these 
items. Mobile phones and portable 
electronic music devices (such 
as iPods, MP3 players etc) are 
brought to school at the student’s 
own risk.

Lost property
All students’ clothing and 
belongings must be clearly 
labelled. If any item of clothing/
property is lost please contact 
your child’s teacher or the 
administration staff in the general 
office, Northcote Campus.

Canteen
Canteen is co-ordinated by 
the PALS Program (Northcote 
Campus) every Thursday.  Menus 
are available. Orders should be 
written on the order form provided 
and returned to school on the day 
of canteen. All payments can be 
made via the QKR App, or cash, 
ensuring that all money is securely 
enclosed in an envelope with the 
student’s name clearly written and 
amount that is enclosed.
Lunch orders are delivered 

shortly before lunch eating time.  
Please note: you may need to 

still send a morning tea snack 
for your child on canteen days, if 
desired.

Supervision of playgrounds
Students from different areas of 
the school play in designated 
sections of the school during 
recess and lunch breaks. All areas 
are supervised by at least three 
staff members.
Supervision of students begins at 
8.45am. No students are to be at 
school before this time.
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Whole school assembly
A whole school assembly (on the 
Northcote Campus) is generally 
held every Friday from  2.15pm. 
All parents / carers are more than 
welcome to attend. If your child 
is receiving an award, parents / 
carers are notified of this event 
through the Compass app or their 
child’s communication book.
The Assembly includes the 

singing of the National Anthem, 
Presentation of Student PBS 
Certificates, and other special 
awards to celebrate student 
successes, celebration of 
birthdays, and information about 
upcoming events.

Visiting the school
Parents/Carers are reminded 
when visiting not to park in the 
staff car park or park in the 
designated bus zone during 
designated buz zone times. 
Your co-operation in this matter 
will greatly assist in traffic 
management at the front of the 
school when the school buses 
are dropping off or picking up 
students. Please report to the 
general office to sign in via our 
VPass System and obtain a 
visitor’s badge.

VISITING 
THE SCHOOL

Volunteers
Volunteers play a very important 
part in our classroom programs. 
We welcome volunteers to 
Croxton School. Depending on 
the needs of the classroom, 
volunteers might be asked to 
work in classrooms, listen to 
reading and assist with resources. 
All volunteers help to make a 
difference for our students.
A ‘Working with Children Check’ 

(WWC) is required for all people 
working directly with students. 
The WWC check aims to assist 
in protecting children from sexual 
or physical harm. It is designed 
to complement good selection, 
supervision and training practices 
(including rigorous reference 
checking). Forms are available 
online or at Australia Post outlets 
in Victoria.
Under the section marked 

‘Details of Organisation’, 
candidates should ensure they 
state Croxton School. If the 
applicant passes the check 
they will be sent a successful 
Assessment Notice, followed by 
a WWC check card 2-3 weeks 
later. Further information about the 
application process is available 
on the Department of Justice 
webpage. Please contact Robyn 
Booth if you wish to volunteer.
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Excursions
Your child may participate in an 
excursion. Please return excursion 
permission forms and any money 
to school as soon as possible 
to assist teachers in excursion 
organisation. All excursion/
activities money and permission 
notes are to be returned to 
your child’s teacher before the 
excursion date.  All payments can 
be made via Bpay, QKR, Credit 
Card or Cash. 
If payment cannot be made 

by the given time, then please 
contact your child’s class teacher 
to make other arrangements. 
Payment Plans can be orgsanised 
with the Business Manager – Ms. 
Mich Westlake (ph: 9482 5482)
All students will be provided with 

identification documentation they 
must wear or hold on their person 
during an excursion.

Camps
Camps range from one to four 
nights in duration. Some classes 
attend camp together while other 
classes have individual camps. 
Camps may be paid in instalments 
and must be finalised before your 
child attends the camp. Payment 
Plans can be orgsanised with the 
Business Manager – Ms. Mich 
Westlake (ph: 9482 5482)

EXCURSIONS 
AND CAMPS
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HYGIENE

Head lice
Children with head lice must 
remain at home until the head 
lice are treated. If head lice are 
detected you will need to pick 
up your child from school. This 
information is passed onto you so 
that you can check your child’s 
hair immediately. We need to 
work together to minimise the 
spread of head lice. In order to 
do this, parents must be vigilant 
in checking their child’s hair on 
a regular basis, not just after a 
notification, and treat the hair 
if eggs/lice are present. Please 
notify your child’s class teacher if 
you find eggs/lice in your child’s 
hair. We thank you for your 
cooperation in this area.

Toileting, menstrual care 
and personal hygiene
We encourage students who may 
experience toileting accidents 
to have spare underwear and 
clothing kept in their bag/locker. 
We encourage all female 

students to bring a change of 
underwear, clothes and sanitary 
items to school when they are 
menstruating. 
We ask students to wear 

clean clothing to school and 
use deodorant before they get 
dressed in the morning. We would 
appreciate your cooperation in 
ensuring your child’s personal 
hygiene is of a high standard. 
Adolescence is a time of physical 

change and we all need to work 
together to assist students to 
manage their personal care in 
response to the physical changes 
they experience.
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NOTES
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NOTES




