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Welcome to the Junior School (K-5)
It is with much pleasure that I welcome you to the Junior School.
Helena College is proudly a co-educational learning environment committed to meeting the diverse
needs of all students. The Junior School is dedicated to providing a quality education for students in
Kindergarten to Year 5 where students are encouraged to challenge themselves to set high, but
achievable, goals and steadily develop their skills and talents.
Our school is one which seeks to stimulate the students to reach their potential, is memorable and a
joy for each child to attend. Your child will embark on a learning journey which has been specifically
designed to support the unique ways children learn at each stage of their schooling.
The implementation of the International Baccalaureate® (IB) Primary Years Programme (PYP) – a
structured and purposeful delivery of inquiry based learning – is beneficial in enabling our students to
achieve growth and success.
The partnership of parents and teachers is vital to the achievement of Helena College’s aims. Through
communication with their child’s teacher, home and school can complement each other in encouraging
the development of the whole child. Parents can play a valuable role in the classroom in extending the
children’s experiences and in extracurricular activities. The engaging, developmental style of learning
we aim to provide at Helena utilises parent support in the following ways:
•
•
•
•

English activities
Art and craft activities
Sports carnivals
Other programmes






Mathematics activities
Excursions
Class representatives
Community events

Pastoral care is an integral part of the educational process and the Darlington Campus is a community
where people learn, work and grow together. Our aim is to build a just and caring community. A strong
and enduring pastoral focus within the school is based on identifying and rewarding positive student
behaviour, efforts and achievements. We also upskill our students with personal safety skills through
our protective behavior programmes.
We have an outstanding teaching team who are here to make your child’s education a happy and
successful experience where they will be cared for as a unique individual. Simply talk to our staff and
our students and experience our beautiful bushland setting and facilities. It is then that you will gain a
sense of our community and how we at Helena care for each other.
Yours sincerely,
Greg Miller
Head of Junior School
At Helena College we endeavour to create an environment that is both inviting and stimulating; a place
where wonder, creative thinking and learning is valued.
Parents are invited to join us at our vibrant and uplifting gatherings and to view displays of children’s
work throughout the school year.
The staff at Helena College are keen to assist and make the time spent at the Darlington Campus as
smooth and rewarding as possible for all community members.
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History of the College
Helena College has a long history as an independent school in Western Australia.
The origins stretch back to the late nineteenth century with the arrival in Western Australia of Mrs Jessy
Jones from England. A teacher and school administrator Mrs Jones, with her two daughters, was
involved in operating a number of different schools around the Perth region.
By 1941, the original Jessy Jones had passed away and her daugher, Miss Jessy Jones was running
the Helena School in Cottesloe when all schools were advised to move inland because of the threat of
Japanese invasion. Thus it was Miss Jessy Jones, along with her niece Miss Mary Jones and Miss
Jane Ashbury moved Helena School to where the Junior School stands today, in Ryecroft Road
Darlington. Miss Jones died in 1944 leaving Miss Mary Jones and Miss Jane Ashbury to run the school
as an Anglican boarding school until 1972.
In 1972, Miss Jones and Miss Ashbury retired but continued to live in the old schoolhouse. Helena
School continued to operate on land adjoining the schoolhouse that had been purchased by one of the
school's teachers, Alison Herzfeld and her husband Tom. In 1973 the newly formed Helena School
Council bought the site from the Herzfelds and the school became a non-denominational day school.
Mrs Herzfeld was appointed the first Headmistress of the three-teacher school.
By the 1980s there was a strong push for a Helena high school, from families who valued the
educational philosophy and approach at the Helena School. With strong parental support and
encouragement, a secondary campus was established on the 8.3 hectare site in Bilgoman Road, Glen
Forrest.
The school opened in 1988 with its first class of 27 Year 8 students and Mrs Sally Herzfeld as the
Coordinator. In 1990 Helena School, with its primary and secondary campuses, officially became
Helena College Junior School and Helena College Senior School and Mr John Allen-Williams was
appointed as Foundation Principal of the Senior School. After 20 years of dedicated service to the
College Mr Allen-Williams retired in 2010 and Mr Ian Lyons was appointed Senior School Principal in
Term Four of that year.
In 2012 the Senior School was authorised as an International Baccalaureate® Middle Years
Programme World School and in 2015 the Junior School became a candidate school for the
International Baccalaureate® Primary Years Programme.
In 2015 the two campuses were renamed as Helena College Darlington Campus and Glen Forrest
Campus with Mr Ian Lyons being appointed Foundation Principal (K-12) and Mr Greg Miller continuing
in his role as Head of Junior School (K-5). In 2020, the College began another new era with Mr Peter
Coombs taking on the role of College Principal (K-12) from Term Three.
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Helena College Vision Mission Values
Vision
To be a school where students are inspired to be the best they can be; where they are encouraged to
develop confidence, ability and passion to achieve their goals; and to have the skills and commitment
to leave a positive footprint on the world.
Mission
•
•
•

To educate and inspire students to be the best they can be by providing a balanced focus on
whole child development.
To be a school where students, teachers and parents actively engage as partners in the
educational process.
To be a school with high expectations of learning and achievement by offering creative,
engaging and challenging educational experiences in a nurturing environment.

Values
•
•
•
•

Integrity and responsibility
Inclusivity and participation
Caring and compassion
Respect for self, others and our surroundings

Helena College Logo and Motto
The image of the Helena College logo is reflective of the campus environment and being surrounded
by trees. Tall trees on our site provide a visual reminder each day of our concern for our environment
and also for the uniqueness and value of each individual. Differences between us may become things
to be treasured, as the richness in variety of trees in the forest.
The stream passes through the forest and speaks to us of change, of the flow of the seasons, as well
as giving us the symbol of life. As water is essential for all living things, so without the spirit of inspiration
and growth, the community, the forest, loses life.
A path is seen winding between the rocks, a symbol of solid foundations and of hurdles and challenges
along the way. Perhaps this is the path which confronts each one of us as we journey through life, a
path travelled on by small and tall, young and old. It may be that we can share the time we are in the
Helena community as a journey together along that path.
College motto: Bringing out the best together
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Join the Helena Journey
Would you like your friend’s children or your relatives to join the Helena Journey?
Helena College is a great school. Our rare and special bushland place combined with quality teachers
and teaching and learning programmes, confirms the correct choice for your child’s education.
As a staff, we are extremely proud of our school and from all accounts, including feedback from parent
strategic surveys, you are too. Many respondents indicated they would highly recommend our College
to friends or family as a place to send their children.
Even with the rapid rise of social media, many recommendations, particularly educational settings, still
happen offline with people sharing their experiences with friends over the phone or face-to-face. Helena
College is no different. Current community members are encouraged to inform friends or family
members that student places currently exist in some year levels at the Darlington Campus.
The College’s mission is to educate and inspire students to be the best they can be by providing a
balanced focus on whole child development, as well as to be a school with high expectations of learning
and achievement by offering creative, engaging and challenging educational experiences in a nurturing
environment.
Prospective parents are highly recommended to attend a College tour as well as complete a
registration form (as entry is prioritised by existing siblings, followed by date of registration).
Parents are a child’s first educators. Following on from this, selecting the right school for your child is
one of the most significant decisions parents will make and we believe that Helena College Darlington
Campus provides our students with the best possible education and start in life.

Helena College Council Inc.
The College Council is responsible for the administration of all business and financial matters of both
the Darlington and Glen Forrest campuses. Helena College Council delegates responsibility for the day
to day operations of the College to the Principal.
Council members serve voluntarily and are selected for their expertise in the areas of Finance, Law,
Business Management, Parent representation and / or Education and their proven interest in Helena
College.
Details on the current members of College Council can be accessed on the Helena College
website listed below:
https://www.helenacollege.wa.edu.au/about-us/council/
Correspondence to Council should be submitted in writing to:
The Chair of Council
Helena College Council
PO Box 52
GLEN FORREST WA 6071
Email:
council@helena.wa.edu.au
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Darlington Campus Executive Team

Peter Coombs
Principal

Nicole Sangrigoli
Business Manager

April Ledger
Head of Learning Support
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Darlington Campus Staff 2022
DARLINGTON CAMPUS EXECUTIVE TEAM
Principal (K-12)
Head of Junior School (K-5)
Head of Learning Support
Business Manager
DC College Psychologist

Mr Peter Coombs
Mr Greg Miller
Mrs April Ledger
Nicole Sangrigoli
Ms Susan Boyett

BEd (Secondary)
BEd
DipT, COGE, MGEd
BBus
BPsych, DipEd

CLASS TEACHERS
Kindergarten
Pre-primary
Year 1
Year 2

Miss Kate Hill
Mrs Kellie Sorensen
Mrs Dallas Gomes-Rebelo
Mrs Jane Gray

BEd (ECE)
BEd (ECE)
Bed (ECE)
MA Hons Psych,

Year 3
Year 4C
Year 4P
Year 5B
Year 5M

Mr Andrew Barclay
Mr Alexander Cook
Mrs Philippa Barnard
Mrs Geraldine Berry
Miss Adriana Martino

BSci, DipEd
Bed
BEd (ECE)
DipT BEd
BEd

SPECIALIST TEACHERS
Computing
Indonesian
Performing Arts
Physical Education
Social and Emotional Learning (SEL)

Mrs Linda Thompson
Mrs Robin Hunt
Mrs Alysha Emanuele
Mrs Rebecca Bol
Ms Susan Boyett

BEd
BA, GDipEd
BEd
Bed, BSci
BPsych, DipEd

LIBRARY STAFF
Teacher-Librarian
Library Officer

Mrs Emma Debnam
Mrs Leigh Thevissen

BEd, GDipSci
Dip Lib & Inf Sc

Mrs April Ledger
Mrs Moira Doyle

DipT, COGE, MGEd

PGCE Primary Education (UK)

ACADEMIC SUPPORT
Team members

ADMINISTRATION
Executive Assistant and
Office Coordinator
Administration Officer
Administration Officer (incl Electives)
EDUCATION SUPPORT STAFF
Education assistants

Cert III Social Training

Mrs Lynda Humphreys
Mrs Louise Selim
Mrs Sara Miller

Mrs Danielle Cornthwaite
Mrs Candice DeMascio
Mrs Michelle Ferraro
Mrs Donna Fox
Mrs Camille Mason
Miss Mersades Mucciarone
Mrs Cindy Sangalli
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FACILITIES
Facilities Supervisor
Facilities Officer

Mr Frank Finis
Mr Geoff Cook

INFORMATION COMMUNICATIONS TECHNOLOGY (ICT)
ICT Manager
Mr Justin Hall
ICT Operations Manager
ICT Support Technician
ICT Support Technician

BSc, CCNA, CAN, MACS,
ACHDS

Mr Chris Jeffrey
Mr Tom Belger
Mr Ben Johnson

MARKETING AND COMMUNITY RELATIONS
Community Relations and
Marketing Manager
Mrs Carrie Parsons
Community Relations / Alumni
Mrs Sue Wallace
Community Relations / Publications
Mrs Karen Lawson
Enrolments Coordinator
Mrs Kate Paterson
RISK and COMPLIANCE
Risk and Compliance Officer

Mrs Nyaree Blakeney

CANTEEN
Canteen Manager

Mrs Rianna Lawrence

UNIFORM SHOP
Permapleat Uniform Shop in Midland
ELECTIVES PROGRAMME
Ballet, Classical
Computing
Drama
Drums
Guitar
Mixed Dance
Piano
Piano
Pottery
Taekwon-Do
Visual Arts
Tetsu Ryu

Miss Mersades Mucciarone
Mrs Linda Thompson
Mr Tyler Jones
Mr Walter Johnston
Mr Duncan Gardiner
Miss Mersades Mucciarone
Mrs Jan Veal
Mrs Noelene Beacham
Mrs Nita Williams
Mrs Linda Low
Mrs Marie Jacquier
Mr Blake Escott
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Term dates 2022
Term Dates 2021

Start of term

End of term

Monday, 31 January 2022

Friday, 8 April 2022

EASTER HOLIDAYS

15 April - Good Friday
18 April - Easter Monday

Term Two

Tuesday, 26 April 2022

Friday, 1 July 2022

Term Three

Tuesday, 19 July 2022

Friday, 23 September 2022

Term Four

Monday, 10 October 2022

Thursday, 8 December 2022
students conclude at 12.00pm

Term One

2022 Public Holidays
Australia Day (holiday)
Labour Day
Good Friday
Easter Monday
Anzac Day
WA Day
Queens Birthday
Christmas Day
Boxing Day

Wednesday, 26 January
Monday, 7 March
Friday, 15 April
Monday, 18 April
Monday, 25 April
Monday, 6 June
Monday, 26 September
Sunday, 25 December, Monday 26 December
Monday, 26 December, Tuesday 27 December
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School Times
Darlington Campus Administration: 8.20am - 4.20pm during term times
Kindergarten

Term One
Monday and Tuesday OR
Thursday and Friday

Terms Two, Three and Four
Monday, Tuesday, Thursday
and Friday

8.30am - 2.45pm
8.30am - 2.45pm
NB: For the first two weeks of
Term One, students will finish
at 12.00 noon
Pre-primary

8.30am - 2.50pm

Years 1-5

8.20am - 3.00pm

A chime is sounded at 8.40am
to commence instructional
learning

Staff are rostered on duty from 8.20am (8.30am for Kindergarten and Pre-primary) and there is
no rostered supervision after 3.20pm. Parents are asked to ensure that their child / children do
not arrive at school before 8.20am or remain at school after 3.20pm – unless they are
participating in a Helena College activity. Darlington Campus students arriving before 8.20am
will be asked to remain in the library until classrooms open and those not collected by 3.20pm
will be accompanied to Administration. Parents / carers are most welcome to wait with their
children prior to the morning classroom opening times. Upon entering the campus, students
are to proceed straight to their relevant classroom. Please note that playground equipment is
only to be used during recess and lunch breaks. Recess is from 10.30am - 10.50am and lunch
from 12.30pm - 1.10pm.

College Contact details
Darlington Campus
Postal Address
Telephone
Fax
Email
Head of Junior School (K-5)

1 Ryecroft Road DARLINGTON WA 6070
PO Box 66 DARLINGTON WA 6070
(08) 9299 6626
(08) 9299 8320
darlington@helena.wa.edu.au
Mr Greg Miller

Glen Forrest Campus
Postal Address
Telephone
Fax
Email
College Principal

52 Bilgoman Road GLEN FORREST WA 6071
PO Box 52 GLEN FORREST WA 6071
(08) 9298 9100
(08) 9298 8616
glenforrest@helena.wa.edu.au
Mr Peter Coombs

Website

www.helenacollege.wa.edu.au
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Feedback and complaints procedure
Helena College's policy is to welcome suggestions and comments from parents and to act
promptly, with as open communication as possible, on feedback and complaints.
General feedback is best directed to the relevant staff or committees involved with the information.
In the case of concerns or possible complaints please view the Disputes and Complaints
Policy and flow charts (available on the College website > search Policies or on SEQTA Engage
> Documents > search policies) to determine the most appropriate manner to communicate your
concern. These documents refer to the process for complaints raised by students, parents or
guardians. The aim is to provide a clear set of guidelines and establish reliable expectations.
It is the College's policy that complaints made must not rebound adversely on students, and,
accordingly, complaints will be treated confidentially and information disseminated only when
necessary.
It is the intention of the College to work with parents in the best interests of the children and
young people in our care. Each complaint made will be treated as an expression of genuine
concern that needs a response unless it is specifically requested that no response be forwarded.
Examples may include situations in which it is felt the school
• has done something wrong
• has failed to do something it should have done
• has acted unfairly, impolitely or ineffectively.
College Policies are reviewed regularly.
For further information on College policies please contact Nyaree Blakeney, Risk and
Compliance Officer, nblakeney@helena.wa.edu.au or 9298 9100.

Student Code of Conduct
At Helena College we recognise that effective learning can only occur in a secure environment where
the rights and responsibilities of others are known and respected and where standards and rules are
fairly and consistently applied. Complimenting this Policy, each classroom at the Darlington Campus
creates an Essential Agreement – whereby rather than a set of imposing rules, everyone works
together collaboratively to establish an agreement of how the class will function.
Values
Students are expected to uphold the values of Helena College. Our values are:
•
•
•
•

Integrity and responsibility
Inclusivity and participation
Caring and compassion
Respect for self, others and our surroundings

These values are to be upheld in the way you conduct yourself not only in the College, but also the
community.
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Rights and Responsibilities of Students
Students are expected to observe and uphold this statement of rights and responsibilities:
You have the right to:
•

Reach your full learning potential in a
safe and supportive environment.

•

Be safe.

•

Be treated with respect, courtesy and
kindness.

•

Be an active part of and contribute
positively to the community.

•

Be treated fairly and justly.

•

Have your human rights, privacy and
other legal rights respected.

•

Have your personal boundaries
respected.

You have the responsibility to:
•

Enable others to learn in a safe and
supportive environment.

•

Follow College policies, procedures and
the reasonable directions of staff at all
times.

•

Treat others with respect, courtesy and
kindness.

•

Actively participate by engaging in all the
College programmes and contribute
positively to the community.

•

Accept and consider the consequences of
your actions.

•

Respect the human rights, privacy and
legal rights of others.

Personal Boundaries
Personal boundaries are parameters that describe the limits of a relationship in circumstances
where one person (a student) interacts with other people including fellow students and staff. A
healthy relationship, whether student to student or student to teacher, consists of two individuals
each with a clearly defined sense of his or her own identity. Setting clear boundaries or limits is
essential to a mutually respectful relationship. Boundaries:
• establish each person's role within a relationship
• protect a student’s emotional wellbeing
• help students to feel able to challenge problematic behaviour when necessary
• vary between students based on factors such as their personality, gender, and culture.
Professional boundaries exist between students and staff members due to the power imbalance
that exists. Our Staff and Student Professional Boundaries Policy sets out situations where
professional boundary violations may occur and some strategies to minimise the risk of boundary
violations.
Students are expected to be conscious of the personal boundaries of others, such as students and
staff, and also, how their own personal boundaries may be breached. The following is a
list of examples of conduct that may affect student boundaries:
• Physical contact
• Verbal and electronic communications
• Gifts, loans, borrowing
• Giving praise
• Language
• Information-sharing
• Attire
Personal boundaries become a concern when they are, or are threatened to be, breached by
the conduct of others.
A student’s personal boundaries may be breached by
inappropriate conduct committed by another student or a staff member.
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For example:
• swearing
• the use of sexual innuendo, inappropriate language and/or material
• unwarranted and inappropriate touching
• provocative dressing
Students who are concerned about a breach of their personal boundaries, or suspect that the
personal boundaries of other students are being threatened, should tell a member of staff or a Child
Protection Officer.
Upholding the Value, Rights and Responsiblities
If a student is aware that another person is not upholding the College value, rights and/or
responsibilities they are encouraged to report this to someone they feel comfortable with such as a
staff member or trusted adult or by using the External Disputes and Complaints Resolution Policy
and Guidelines.
Breach of the Code
A breach of this code will be dealt with according to our Student Discipline Policy.
If a breach is deemed to be of a serious criminal nature, Helena College may seek legal advice,
report the matter to the police and/or other external agencies as required. In some instances,
teacher and other staff may have responsibilities under the Children and Community Services Act
2004 (WA) to follow mandatory reporting obligations where they have reasonable grounds to
suspect a child is at risk of sexual harm and have current concerns about the wellbeing of the child.

General information and Procedures (A-Z)
Academic Support
The Darlington Campus academic support team both supports and extends the specific learning needs
of individual students. The staff work both in collaboration and alongside the class teacher to provide
a mix of intentional and purposely designed teaching and learning programmes as well as providing in
class support and extension. Our Campus delivers best practice in English (a balanced literacy
approach) and Mathematics (conceptual understandings) learning. Academic Support intervention and
programmes stem from the classroom approaches to student learning.
Acceptance of Enrolment
Acceptance of Enrolment at Helena College is acknowledgement that during the course of a student’s
time at the College, both parents and students will adhere to College Policies and procedures.
Accounts
The Finance Office is responsible for the management of all fees accounts. Any matters relating to
tuition fees or the management of school payments should be directed to the Business Manager,
located at the Glen Forrest Campus or by email at businessmanager@helena.wa.edu.au.
Administration at the Glen Forrest Campus (9298 9100) is open during regular school hours and in the
second week of term break holidays. EFTPOS, Direct Debt and credit card facilities are available to
facilitate the payment of tuition fee accounts.
Absence, late arrival or removal from school
It is expected (by law) that all children in Western Australia of compulsory school age must attend
school – every day. Children are not permitted to leave school grounds during school hours without
the knowledge of Administration staff. A register for signing students in and out of class during school
hours must be completed by the responsible adult.
Late arrival
Please sign your student in and collect a BLUE ‘Arrival Card’ which should be handed to the
class teacher (by the responsible adult) or teacher responsible for your student at the time of
arrival.
HC Darlington Campus Parent Handbook 2022
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Early departure
You will be handed a YELLOW ‘Release Card’ which should be handed to the class teacher
(by the responsible adult) or teacher responsible for your student at the time of departure.
Please note, students taking leave from school during term time is strongly discouraged.
Parents are requested to arrange family holidays in school holiday times and are asked to read
the College’s Attendance Policy.
If your child is unwell we encourage you to keep him/her at home. All absences are to be reported no
later than 9.00am by the parent or guardian. Helena College facilitates online Student Absentee advice.
A link to the form can be found at the top of the SEQTA Engage homepage. This can be accessed
online at https://helena-cp.site.seqta.com.au or you can download the SEQTA Engage app onto your
mobile device. If you are unsure of your login details, please contact seqta@helena.wa.edu.au. It is
important that you keep your username and password secure to prevent unauthorised access.
This online form can be used instead of phoning or emailing the College to inform us of your child’s
absence from school and is accepted as a confirmed absence. Absences for both campuses, for
multiple days and students can be completed on the one form quickly and easily. Students who are
absent for more than three days will need to provide a doctor’s certificate.
Administration staff will contact parents of absent students by mid-morning (if the school has not been
notified by this time). See Appendix A for Attendance Flow Chart detailing procedures followed.
Ambulance requests
In a first aid or medical emergency an ambulance will be called if it is deemed necessary. It is not
always possible to contact parents before the ambulance is called but the student’s health is the first
priority.
Animals on campus
As a duty of care matter regarding the health and safety of all school community members, animals are
not permitted on school grounds. This includes the walking of dogs through the campus at drop off and
pick up times and family pets for news items. There may be occasional times when animals are
permitted on grounds for educational learning experiences, such as incursions from external
organisations and/or when approval has been given by the Head of Junior School. Please note, this
does not apply to guide dogs for the visually impaired.
Please note: Any dog that has been declared dangerous under the Dog Act 1976 must not enter
College grounds.
Assemblies
Dates of Darlington Campus assemblies are published on the calendar and also mentioned in the
newsletters. Assemblies provide a wonderful opportunity for parents to observe their child in a different
context, being able to perform in front of the school and parents. The assembly items and opportunities
such as these are delightful moments and ones that should be enjoyed, remembered and cherished.
Parents are welcome to take pictures and/or record these times to capture these treasured occasions.
Please remember, assembly photographs and/or recordings are not to be uploaded to public
forums (such as YouTube, Facebook, Instagram and Twitter) as the material will more than likely
contain students other than your own child. We thoroughly enjoy visitors attending our celebrations and
greatly appreciate your support on this matter.
Banking
The Parents’ and Friends’ Association (P&F) operates a banking service for deposits with the
Commonwealth Bank. School banking takes place once a week and students are encouraged to open
an account and bank regularly. The practice of regular banking helps the students learn the valuable
life experiences of saving and banking procedures. The P&F receives commission payments for every
account activated via the school banking programme as well as on deposits made through the
programme. This money is fed back into school facilities, resources and activities for the benefit of the
students through the P&F Association. Information on student banking will be provided to students at
the beginning of each year. School banking is coordinated by a parent on a voluntary basis.
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Behaviour management
The Student Care and Management Policy is designed to enable provision of a safe and organised
environment. Helena College values a safe and positive learning community that promotes student
wellbeing. Every member of the community has the right to learn and work in a place where they feel
valued and safe. Behaviour management should focus on optimising teaching and learning experiences
for all students. It must include both the positive and preventative approaches to managing student
behaviour as well as the use of age-appropriate consequences. Students need opportunities to develop
appropriate behaviours, self-control and resiliency through interactions with peers, teachers and other
staff as well as through the curriculum. Positive behaviours need to be consistently reinforced in a
manner that enhances the students’ understanding of responsible social behaviour. Guiding principles
that underpin our behaviour management include:
• Student wellbeing and the prevention of inappropriate behaviour will be enhanced through a
focus on early intervention and prevention.
• Student behaviour is best managed in ways that promote restorative practices and are
educative in nature.
• All decisions relating to the management of student behaviour and the implementation of policy
are made according to the principles of procedural fairness.
• Student behaviour must not be viewed in isolation but as part of an interaction between the
student, staff and the College community.
• At enrolment, parents enter into a partnership with the College to work together to develop
socially responsible young people who take responsibility for their actions.
Corporal punishment and other degrading punishments, as well as child abuse is prohibited at
Helena College. Degrading punishments, means any punishment which is incompatible with respect
for human dignity, including corporal punishment and non-physical punishment which belittles,
humiliates, denigrates, scapegoats, threatens, scares or ridicules a child.
The College exists in a society where incidents of inappropriate behaviour, including that of bullying,
may occur. As such, parents are to be mindful of the fact that within the nature of a junior school setting,
many behaviours, both positive and undesirable, will be age appropriate. When dealing with
behavioural matters, the staff at Helena want what is best for all students. It is significant to note that
parents and caregivers will bring varying expectations when discussing the welfare of their children.
Therefore, the cornerstone of behaviour management is that staff at Helena bring many years of
experience to educational and school settings and will effectively deal with all necessary matters on a
case by case basis, with parents’ being contacted when necessary.
Bicycles
Darlington Campus students are discouraged from riding bicycles to and from school unless
accompanied by a parent (and do so at their own risk). The Road Safety Commission of Western
Australia advises that children under the age of ten (10) years should not ride to school unsupervised
(generally, students up to and including Year 5). It is legal in Western Australia for people of all ages
to ride on the footpath, but it is important to be aware that driveways are dangerous. Parents are asked
to use their discretion in this matter and recognise that an Australian safety standard approved helmet
must be worn and fit correctly at all times when riding. If bicycles are left at school, it is essential that
an appropriate locking chain be provided for security. When making this decision, please be
reminded that roads around the Darlington Campus are extremely busy and a child on a bicycle
can be very difficult to see. A bike rack is available for use behind the Cottage, entry through gate 5,
with an overflow bike rack available adjacent to Darlington Campus Administration; however, security
cannot be guaranteed. Bikes must not be ridden on campus but walked to and from the bike racks.
Please also note, students are not permitted to use skateboards or roller skates/blades within the school
grounds.
Booklist items - stationery and textbook requirements
Stationery items and textbooks are important tools for learning and play an important part of the total
educational process. To minimise the cost and ensure that all students are properly equipped from the
first day of the year, books and stationery are bought in bulk. The cost per student is incorporated in
tuition fees. Parents and students are asked to retain some stationery items as they move from one
year level into another and these are listed in the table below. It would be very much appreciated if
students could return to school in 2022 with the listed stationery to complement the new booklist items
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that will be provided in class. Families new to Helena College will be provided with all stationery
requirements.
From time to time, parents may be required to supply items to complement the general teaching and
learning programmes. Class or specialist teachers will inform you if and when this is necessary.
Pre-primary

Year 1

Year 2

• Small cushion
Diary bag (retained
from Kindergarten)

• Art shirt / smock
Diary bag (retained
from Pre-primary)

• Art shirt / smock
Diary bag (retained
from Year 1)

Year 3

Year 4

Year 5

• Art shirt / smock
• Diary bag (retained
from Year 2)

• Art shirt / smock
• Diary bag (retained
from Year 3)

• Art shirt / smock
• Diary bag (retained
from Year 4)
• Recorder and
Recorder Book 1
(retained from Year
4)

Boundaries during school hours
Students are expected to stay within the bounds of the campus and are not to leave the College
grounds during school hours – unless under the direction of a teacher and / or permission from the
Head of Junior School (usually in response to parent authorization).
Bus services
Contract bus services operate to collect and deliver students to and from both campuses. They service
the school catchment areas including Kalamunda, Lesmurdie, Darlington, Midland, Bassendean,
Guildford, Parkerville, Swan View, Mundaring, Gidgegannup, York and surrounding areas. It is
recommended that parents do a trial run (travelling behind the bus) with students when using the bus
service for the first time. Please note that students travelling from the Junior School to the Glen Forrest
Campus in the afternoon are put on to the bus by a member of staff and there is a staff member located
at the GFC bus lane on arrival - but not specifically allocated to getting students off one bus and on to
another. Students need to be able to ask for assistance if unsure. Additionally, there is no rostered
staff supervising at the GFC to assist students on to the link bus to the Junior School. These students
are dropped off outside Administration on arrival when they then make their way to their classes. It is
best to explore the bus lane at the GFC with your child/children prior to using the service in order to
ensure he/she is comfortable with the area / requirements.
An application form to use College buses is available from Administration (as well as on SEQTA Engage
> Documents > search Buses) and should be completed and returned to Administration before the first
journey. Payment is by single journey tokens that are handed to the driver at the start of each
journey. Students and parents can purchase tokens ($5/$10 each depending on the route) from
Administration using EFPTOS or credit card.
If the bus use noted on the Bus Use Form varies, or if the service is no longer required, please notify
Administration by phone or email.
Afternoon bus from Darlington Campus to Glen Forrest Campus
Students who are travelling by bus to our Glen Forrest Campus are to wait outside the Year 1, 2 and
Year 3 rooms within the ELC entrance walkway. Students will proceed, under the direction of the
supervising teacher, to the junior pick up area (adjacent to Administration) to board the bus. The bus
will enter the carpark after 3.10pm and wait in front of the crosswalk. Parents who are entering
the carpark at this time and/or attempting to exit, are asked to wait to allow our students safe
entry onto the bus. This is an important duty of care matter and we appreciate your patience and
support.
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Bush fire response
Helena College Darlington Campus has a well-developed policy and procedure for responding to a
bush fire or bush fire threat. Parents need to be aware of the following aspects of that policy.
If a Catastrophic Fire Weather Warning (CFWW) is declared, with sufficient warning, parents will be
informed that the school will be closed until the warning is downgraded. Parents will be contacted
(through one or more of the following forms of communication – letter; telephone; web post on school
website; email; SMS; College Facebook page) to inform them of when the school will be closed and
you should not return your children to the school until you have received notification that it is safe to do
so. It is therefore extremely important to ensure that the school has up to date contact details for you.
If the Catastrophic Fire Weather Warning is declared with sufficient time for us to pre-emptively close
the school, we will employ our policy and procedure for responding to a bush fire threat. In this instance,
the school will remain open and parents will not be contacted. We ask that you do not attempt to
telephone the school (with regard to the CFWW) as this may hinder our ability to communicate with the
appropriate emergency services.
In the serious event that a fire is approaching our school we have a well-prepared assembly point that
will be used.
Please do not attempt to come to the school to collect your child unless you have been asked to do so
by the school.
Your children will be safer in the assembly point than on the roads and the less traffic there is to get in
the way of emergency services, the safer your children will be.
Evacuating/exiting from the assembly point would only occur under the direction/direct instruction from
the appropriate emergency services.
Please rest assured that the safety of your children is our first priority.
If you have any further questions regarding the CFWW, please contact the school on 9299 6626.
Calendars
The College uses a Google calendar, which parents can sync to their devices or access via SEQTA or
the website. For further information on how to sync the College calendar to your device go to >
http://www.helenacollege.wa.edu.au/current-families/helena-calendars/
Details of important school events are communicated to parents via the newsletter, College Facebook
page and What’s On Next Week? emails. Keep a note of these, as parental involvement is often a
feature of our functions. Term dates are listed at the front of this parent handbook and are also on the
College website.
Camps
The Darlington Campus camps programme is an integral part of the curriculum and the pastoral care
programme. The camps programme from Pre-primary to Year 5 provides a scaffolded age appropriate
range of experiences – from visits and sleepovers for junior primary classes through to adventure
challenge camps in the later years of primary school. It is important that your child attends and
participates in each progressive year level camp experience. If you have any questions about the camps
programme please contact the Head of Junior School. There is more information about Darlington
Campus camps on the College website.
Campus Security
The Darlington Campus utilises CCTV surveillance for the purpose of recording and as a deterrent to
unauthorised access and / or vandalism to the College. Access to surveillance information is restricted
to nominated staff members and, if necessary, the Western Australian Police. Under no circumstances
will surveillance information be provided to third parties.
Canteen - Gum Leaf Café
The canteen operates on Mondays and Fridays and relies on voluntary help, usually just one morning
per term. This is a great way for parents to get to know other families in a relaxed environment. The
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menu and price list is distributed seasonally and is subject to change as conditions dictate.
Gum Leaf Café is now cash free. Morning tea, lunches and ice-creams may be ordered online at
www.quickcliq.com.au see Appendix C. The Early Learning Centre students have their morning tea
and lunch delivered to the classroom. Years 1-5 will need to collect their morning tea orders from the
canteen at recess. Lunches are delivered to the classroom in designated baskets. Years 1-5 students
will need to return to the canteen at the second lunch bell to pick up their pre-ordered icecreams.
Menus for the canteen are published on SEQTA Engage > Documents > search Canteen. A copy of
the parent roster can be found in the canteen and parents are welcome to add their names to the roster
at any time during the course of the year. Alternatively you may email your interest to Rianna Lawrence,
Canteen Manager on rlawrence@helena.wa.edu.au.
Research indicates that eating well and being active are critical to children’s health and wellbeing in
both the short and long term. They also have a direct impact on children’s performance at school. Each
school day is busy, filled with learning, concentration and physical activity. Food is fuel for the body and
healthy food provides your child with energy and nutrients to get them through the day. Healthy eating
habits begin at home, and the Gum Leaf Café plays a role in supporting your child to understand the
importance of making healthy food choices. This is achieved using the easy-to-follow 'traffic light'
system with our menu being full of healthy, nutritious and affordable food and drinks. Children should
eat a wide range of foods so that they have the energy for learning and growing and parents are asked
to both consider and use the ‘traffic light’ system at home when preparing morning tea and lunch boxes.
Please note, the canteen cannot guarantee a 100 percent allergy free environment.
Casual dress days
Casual dress days are a method of fundraising for worthy causes. In order to maintain safety on these
days, students must wear adequate casual clothing that will protect them whilst in school.
Please note:
• Normal jewellery and hair restrictions apply
• Closed shoes must be worn – no thongs, open sandals or high wedge/stiletto shoes
• Students must have their midriffs, stomachs and lower backs covered (whilst standing and
sitting)
• Skirts and shorts should be no shorter than mid-thigh length
• No inappropriate, provocative or revealing clothing should be worn
• Normal physical and outdoor education uniform must be worn
Note: Even on casual dress days, all students are expected to wear a hat in Terms One and Four for
physical education lessons, sporting activities, excursions and during recess and lunchtime activities in
the sun. See Uniform Policy and Sun Smart Policy.
Any student who fails to comply with the casual dress day standards will be sent to
Administration where they will wait until adequate replacement clothes or shoes can be brought
from home.
Child Protection Programme
Statement of Commitment to Child Safety
Setting the tone for the College’s entire Child Protection Programme is our Statement of Commitment
to Child Safety. This Statement is designed to be Helena College’s public statement of commitment to
the protection of children from abuse and grooming and a demonstration of the College’s leaders’
commitment to champion child safety in all College environments.
Statement of Commitment (extract)
Helena College is committed to providing education and care to children and young people to assist
them to develop into high-achieving, supported students, positively connected to each other and to the
communities in which they live and which they will serve.
The College is committed to ensuring the safety, welfare and wellbeing of all children and young people
at the College and is dedicated to protecting them from abuse and grooming by implementing robust
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policies and procedures to deter abuse and grooming and facilitate detection and reporting at the
College.
The College’s Statement of Commitment to Child Safety has been designed to reflect the NATIONAL
PRINCIPLES FOR CHILD SAFE ORGANISATIONS and focus on what is best for children.
At Helena College, we have a zero tolerance for child abuse and grooming. The College regards its
child protection responsibilities with the utmost importance and as such is committed to providing the
necessary resources to ensure compliance with all relevant child protection laws and regulations and
to maintain safe and supportive College physical and online environments for all children and young
people. If you have any child protection concerns please contact our Darlington Campus Child
Protection Officers:

Robin Hunt
Indonesian Teacher

Greg Miller
Head of Junior School

April Ledger
Head of Learning Support

Child Protection Framework
Helena College has adopted the National Principles for Child Safe Organisations. The National
Principles collectively show that a child safe organisation is one that creates a culture, adopts strategies
and takes action to promote child wellbeing and prevent harm to children and young people.
A child safe organisation consciously and systematically:
• Creates an environment where children’s safety and wellbeing is the centre of thought, values
and actions
• Places emphasis on genuine engagement with and valuing of children
• Creates conditions that reduce the likelihood of harm to children and young people
• Creates conditions that increase the likelihood of identifying any harmResponds to any
concerns, disclosures, allegations or suspicions of harm
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Classroom placement procedures
The welfare and wellbeing of our students is paramount in all discussions and actions with respect to
class placements. As professional educators, the development of class lists is a matter not taken lightly
and staff take great care and time in forming well-balanced classes in which all children will have an
opportunity to learn and grow in their academic and social skills.
Individual class placements are decided by the staff and based on professional judgement of the child’s
educational needs, circumstances and interests. Classes are created to best meet the needs of all
students within the constraits and resources available. Occasionally, parents (and / or students) may
not always be pleased with the class placement they have been allocated; however, previous
experience has proven that in most instances, the child has a beneficial and enjoyable academic year
– despite initial concerns.
Aims
•
•

To provide each student with the opportunity to be part of a class that will provide them an
optimal learning environment.
To form well-balanced classes that take into account the social, emotional and academic
characteristics of each student.

Principles
1. At Helena College, we would prefer that parents trust the professional judgement of the staff and
the school to do the very best for the students in our care. Requesting a specific class placement
for a student should only occur if there is a strong and valid educational reason for such a request
to be made. If such a request is to be made, with the understanding that there is a valid educational
reason supporting such a request, then the request should be made in writing to the Head of Junior
School. Parents who make such requests should do so on the understanding that the request will
be considered and discussed with relevant teaching staff, but may not be acted upon. No requests
are guaranteed.
2. The placement of students in classes will always be done with the following criteria as a guide:
• The traits and characteristics of the individual child
• Teacher ‘fit’
• Social dynamics and mix of children
• Co-education/gender balance
In addition, staff take into account class size, friendship groups, sibling relationships, behavioural
needs and previous grade history where appropriate.
3. Consultation will take place with parents in situations where siblings are in the same year group.
4. Classes should have an appropriate number of students achieving at either end of the academic
spectrum.
5. When required the College Principal, in consultation with the Head of Junior School, will have the
final say in the placement of students in classes.
6. Only under exceptional circumstances will the College Principal, in consultation with the Head of
Junior School, re-organise classes during the school year.
7. Staff will not disclose the composition of proposed classes prior to any formal announcement.
8. All aspects of the class placement process will be managed confidentially.
9. Through the delivery of the College’s teaching and learning programmes, an allocated classroom
teacher is not always the only teacher of a student and quite often there are multiple staffing
constructions.
Procedures
Teaching and Administrative staff spend a great deal of time considering the most effective placement
for all students. In creating classes for each new academic year the following process is implemented:
1. The process of developing class lists commences in November of the previous year.
2. The teaching staff who form the grade team meet to discuss and create draft lists based on the
criteria outlined above. This process is overseen by the Academic Support Coordinator and
the Head of Junior School.
3. The Academic Support Coordinator and the Head of Junior School will review the draft class
lists.
4. Class lists will be submitted to the Head of Junior School for ratification.
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5. Once class placements are finalised, they are disseminated to the parent community at the
beginning of the academic year.
Classroom teacher year level allocation
The College endorses continual professional growth and development of its staff members, and one
aspect that supports this, is moving classroom teachers from one year level to another – every few
years. Staff members engage in consultation with the Executive team as part of this process – and
parents are informed of staffing updates as soon as is practical.
Communications to parents
We endeavor to provide excellent communication to parents. This may be via email, newsletters,
website, College Facebook page and/or SEQTA Engage > Documents (please see section on SEQTA).
If you have a query about communications please contact the Community Relations and Marketing
Manager 9298 9100
Communication with staff
The Helena College staff welcome your interest and are happy to discuss your child's progress with
you. The school ensures formal contact through reports, portfolios, newsletters and parent evenings.
Direct contact via telephone, email or interview is also encouraged.
Whilst many incidental communications will occur before or after the school day, to minimise disruption
of the teaching and learning programme, it is requested that parent initiated contact relating to student
matters occurs via Administration, so that telephone calls and appointments may be arranged at
convenient times.
If you wish to discuss any matters relating to your child, the following steps should be observed:
1. Discuss the matter with the staff member concerned (at an appointment).
2. If an issue is not satisfactorily resolved, an appointment should be made with the Head of Learning
Support / Head of Junior School, who will investigate your concerns then mediate a meeting
between the parent and staff member to resolve the issue.
3. If the matter is not satisfactorily concluded then your concerns should be raised with the College
Principal.
4. If you believe the matter is still not satisfactorily concluded then your concerns should be directed
in writing to the Chair of the College Council via Secretary of Council.
Please also see the College Complaints and Disputes Policy.
Lines of communication
In recognition of the age and experience of the students in the Darlington Campus, it is recommended
that parents follow these steps to address matters that affect them on a day-to-day basis:
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Parents and classroom teachers will generally be the best judges of how a child is coping academically
and socially with school. If the classroom teacher has concerns, he/she will contact you. If you become
aware of a relationship issue between your child and another, please draw it to the attention of the
classroom teacher in the first instance. Then, if necessary, refer to the lines of communication for
various alternatives. Please do not raise the matter with the other child’s parents nor challenge
the child personally in the playground. Additionally, parents are asked not to use online forums,
social media and/or group email to air their concerns with fellow community members but rather,
raise these with the relevant teacher. We do take your concerns seriously and would rather hear
about small matters than have you wait until issues escalate.
If you feel your child is experiencing unhappiness or discomfort during school please contact the
classroom teacher.
Online communications
Please note, parents are to raise school concerns with the relevant teacher (please see Lines of
Communication for further information). As a reminder, parents are asked not to use online forums,
social media and/or group email to share school concerns with fellow community members.
Contact details for parents
Parents need to keep their family contact details up to date at all times. Please advise Administration if
your address, phone number, mobile number, emergency contacts or custody arrangements change
so that your details can be updated on the College database.
Counsellor
Helena College aims to help students flourish academically, socially, behaviourally and emotionally.
The College Psychologist is an important member of the Darlington Campus pastoral and learning
support team who works collaboratively with teachers, parents, guardians and other professionals to
create safe, healthy and supportive learning environments that strengthen connections between home,
school and the community for students – including the delivery of social and emotional learning
experiences with classes.
Crunch ‘n’ Sip
Healthy food / drink is ‘fuel for the brain’. Additionally, the length of time between breakfast and morning
tea is rather long. As such, students are encouraged to have a crunch ‘n’ sip mini break and should
bring fruit or vegetables to class each day.
Disputes and complaints
Please see the disputes and complaints policy, guidelines and flow chart available via SEQTA Engage
> Documents > search Policies.
Electives programme
The Darlington Campus complements the classroom and specialist teacher learning and teaching
programme by providing opportunities for students to engage in an area of personal interest, skill
development, creative expression, teamwork and collaboration. All Electives and after-school classes
aim to run for fifteen sessions per semester (half-yearly) and families are billed at the end of the first
and third term. Parents are urged to consider enrolment in Electives classes with care. Students
sometimes seek enrolment in an Elective for socialisation and enjoyment, rather than for educational
reasons. To minimise disruption caused to the class and the Elective staff member by requests to
change an Elective, parents are requested to participate in Elective selection with their children and to
make an informed choice. If a staff member is absent for a class, the lesson will either be made up or
a refund given. We regret that where the student is absent due to situations such as family holiday,
illness, school activity or other appointments, the staff member is unable to make up the lesson and the
full fee will be charged. Instrumental tuition fees will not be charged where a student is absent because
of a class camp.
Excursions and Volunteering
School excursions are wonderful additions to the teaching and learning programmes. Off-site learning
environments are chosen for their educational and social value. Parents will be notified of each
excursion and no extra charge is made for curriculum-based excursions. Parents need to sign and date
a permission slip for all College based excursions or respond via email to class teachers.
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Parent assistance / Volunteering at the College
From time to time, parents will be asked, and are welcome, to assist staff during planned school
excursions, in-class activities, canteen rosters etc. In doing so, parents are advised that if they do
choose to take on this role, they are also taking on a degree of duty of care responsibilities in relation
to the supervision of students in their care and will therefore need to adhere to the College’s Volunteers
Code of Conduct (see Appendix G) and confidentiality expectations. When parents are working /
interacting with students, both on and off campus, observations regarding individual behavior and
academic achievement must remain confidential. Furthermore, with regards to any behavioural
observations, parents must refer matters to the teacher / staff member in charge rather than intervening
/ dealing with the situation. It is crucial that overall, duty of care remains the responsibility of the relevant
staff member/s in charge.
External tutoring services
Where parents choose to engage in an external tutoring service for their child, they are encouraged to
schedule appointments outside regular school hours. Parents are to be aware that successful learning
from external tutoring services is not always reflected in the achievement of school teaching and
learning programmes. When this occurs, a collaborative team meeting with the parent/s and relevant
staff will take place to determine the best course of action/programme to meet the specific learning
needs of the student.
Effectiveness of school based intervention programmes
The effectiveness of school based intervention programmes is dependent upon the same/consistent
explicit teaching method. Where it becomes apparent there is a pedagogical dissonance between the
school and external intervention support, which is confusing for the student, the school will both
consider, and ultimately decide upon, the on-going student participation in the College intervention
programme/s. The student may, as a result, be discontinued from a particular school programme.
Overall, and after consultation with parents, the decision of whether or not a student participates
in a school-based intervention programme, rests with the College.
Facebook page
With the introduction of the Australian Privacy Principles (2014), Helena College has been working hard
to ensure that the College meets best practice in regards to use of our students' images in media and
communication. All families sign an Enrolment Agreement that includes media consent for Use of
Images for College communications and promotion of the College; however, permission is also sought
through the External Media form completed on enrolment in order to ensure parents are aware how
images will be used where consent is given. Such instances include virtual assemblies, images in the
annual Reflections publication, on the College website and on social media. See Media Consent.
Student images will always reflect the College values and may be posted on the College Facebook
page for College events including, but not limited to, camps, carnivals, excursions, assemblies, social
events, College cultural events, College productions, concerts and performances, academic
competitions,leadership activities, sporting events (in particular Inter-house and Inter-school sports
teams) and other student achievements. For individual images, the College will use the student's first
name and year group only, with the exception being when sharing a post from external media where
the student's full name may have been used.
For those families who do not give permission, we would appreciate if you let the College know if we
can call you about specific images in case there are large group photos. Furthermore, parents are
asked to have a conversation with their children explaining why they may be asked to step out of some
photographs as a result.
Thank you for your support in meeting our privacy requirements whilst supporting our emerging online
communications. If you have any queries, please contact the Community Relations team.
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Family holidays in term time
Under the Education Act students are required to be at school during term time. To ensure continuous
teaching and learning, family holidays during term time are strongly discouraged and parents are
requested to arrange family holidays in school holiday time.
The College is not obliged to provide learning programmes, nor catch-up work when a student is absent,
except in the case of illness. Apart from emergencies, written notification requesting leave during term time
for students should be addressed to the Head of Junior School at least three-four weeks prior to the leave.
Please use the form, Appendix B, in the College Attendance Policy. Student Absence from School
for Family Holiday Reasons. The policy and form are available via SEQTA Engage > Documents >
search Policies
We appreciate your support in helping us maintain the continuity of your child’s education.

Facilities
The Junior School is located on the Darlington Campus with sweeping views down the valley, taking
in Perth city and coastal plain. The Middle and Upper Schools is situated a short drive away on the
Glen Forrest Campus at the crest of the Darling Range, 800m to the south of where the John Forrest
National Park borders Glen Forrest and the Great Eastern Highway.
Each campus has its own distinct personality with facilities built to enhance the learning of the students.
The learning facilities bring together some of the key goals, concepts and resources to foster student
learning.
Community members may be able to hire specified buildings / areas of the College. Relevant
documentation, which can be obtained from Administration, will need to be read, agreed to and abided
by as part of this process. Please note, Helena College reserves the right to refuse to hire the facility
or any portion thereof without assigning any reason for refusal. In addition, Helena College reserves
the right to refuse entry to the facility or any portion thereof to any person acting in an unruly, abusive
or anti-social manner regardless of that person’s status as a ticketed audience member, production
personnel or any other association with the production or the hirer’s entourage.
Facility bookings after hours
The ovals, courts, Helena House hall (and other rooms) may be booked for use after school hours
by the community. Charges may apply. Booking enquiries may be made with the Business
Manager via phone 9298 9100.
Fees and charges
Information regarding the next year’s tuition fees is published in early December each year. Additional
charges for the Electives programme are made each semester according to the class/es chosen.
Fundraising
The fundraising programme within the Helena College community is structured to enable the school to
obtain educational resources not resourced within the College's budget as well as support local
communities through targeted fundraisers done by the P&F Association.
Annual giving
Each year parents are invited to support the Helena College Library Fund, the Helena College Special
Education Fund and/or the Helena College Building Fund. Please note, all donations over $2.00 to the
College Library Fund and Building Fund are fully tax deductible.
1. Donations to the Helena College Library Fund ensure that every student has access to the
most up-to-date library resources.
2. Donations to the Helena College Building Fund contribute towards the buildings and facilities
of the College.
3. Donations to the Helena College Special Education Fund are used to provide resources to
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enable the Darlington and Glen Forrest Campuses to offer extra support and assistance for
those students who need it. This support could be in the provision of physical resources,
teaching materials and new technologies to assist and/or extend individual learning.
The Building, Special Education and Library Funds are three wonderful ways for members of our
community to give additional practical support back to the College. Annual Giving brochures are always
available at the reception of each campus and are also distributed to families each year in May, just
prior to the end of the financial year. However, donations are welcome at any time. To donate to the
funds, please complete the annual giving form and return it to reception. A tax deductible receipt will be
forwarded to you once processed.
Your annual giving gift will have a lasting impact on the education of all students of Helena College today, tomorrow and into the future. For further information regarding Annual Giving please contact the
Community Relations and Marketing Manager.
Glen Forrest Campus Orientation – Year 6
As part of the transition for all Year 5 students entering the Glen Forrest Campus in Year 6, an
Orientation Day is held in Term Four as an occasion for students to further familiarise themselves with
the campus and mix with the new students joining the College from other schools. The students will be
given an opportunity to spend time together, carry out various learning experiences and ask questions
pertaining to the Glen Forrest Campus. Specific details about Orientation Day will be sent to relevant
parents.
Hats
The school has a ‘No hat, play in the shade policy’. All students are expected to wear College hats in
Terms One and Four for physical education lessons, sporting activities, excursions and during recess
and lunchtime activities. Furthermore, throughout the year when ultraviolet (UV) levels reach three and
above, the ‘No hat, play in the shade policy’ will apply.
Homework
Darlington Campus homework will take many forms and will vary from week to week. Often, homework
projects will involve the child and parent discussing ideas or collecting interesting items for class work.
Homework provides an ideal opportunity for parents to show their children support and interest in
school-life and provides an important link between home and school.
Homework, particularly in the upper primary years, complements and reinforces classroom learning,
fostering effective lifelong study habits and time management skills. Homework loads are not excessive
in the Darlington Campus. We understand that children and families often have a full routine after school
and on weekends. As the majority of a student’s formal learning will occur at school, and with students
expected to concentrate and focus for the majority of their day, after school we encourage students to
unwind, spend time with their family, play with their friends, participate in sporting activities and enjoy
other leisure activities. These occasions provide many valuable and rich learning experiences for your
child that are in addition to the provided school based teaching and learning endeavours. If your child
is experiencing any difficulty or distress due to homework content or load please discuss this with the
classroom teacher as soon as possible.
Homework also provides an opportunity for students to be responsible for their own learning. Most
importantly, establishing sound and positive attitudes about homework whilst at the Darlington Campus
will stand your child in good stead for the future at the Glen Forrest Campus.
House system
House spirit is strong at the Darlington Campus. The students and staff are placed in one of three
House groups – Cardan (red; racehorse goanna), Kiara (yellow; sulphur crested cockatoo) or Waughul
(green; rainbow serpent). In keeping with the Helena College ethos and respect for the local
environment and indigenous culture, the Houses are named after local fauna, with the names derived
from Aboriginal Noongar language. The three Houses are school wide from Kindergarten to Year 12.
For our Darlington Campus, each House has students from Kindergarten to Year 5. Students in Years
1-5 are expected to wear their sport/House uniform two days per week. Please refer to the uniform
section below for further details.
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Encouraging Independence
Parents are urged to allow children to carry their own school bag and prepare for the school day
unassisted. In the junior primary years, parents are most welcome to share a game or book or assist
with a learning activity in the classroom before school commences. Please ensure you have left the
classroom before the morning session begins (unless you are on rostered parent assistance).
Insurance of property
Parents are reminded that the school's property insurance only covers capital items purchased by the
school. Privately owned property brought to school by parents or children is not covered.
International Baccalaureate® Primary Years Programme (IB PYP)
The International Baccalaureate® (IB) Primary Years Programme (PYP) is a curriculum framework
designed for students aged 3 to 12. It prepares students for the intellectual challenges of further
education and their future beyond school, focusing on the development of the whole child as an inquirer,
both in the classroom and the world outside.
A driving force behind the PYP is the philosophy of international mindedness. IB schools strive to
nurture young people who recognise that they are global citizens and who are motivated to make
positive changes in the world. The Learner Profile is central to that philosophy. PYP learners strive to
be inquirers, knowledgeable, thinkers, communicaters, principled, open-minded, caring, risk-takers,
balanced and reflective. These attributes drive the curriculum and represent the qualities of
internationally minded people.
The Western Australian curriculum determines what our students learn. The way our students learn is
through the inquiry-based approach of the IB PYP. Within the PYP framework the subject areas of
Mathematics, Language (both English and additional languages such as Indonesian), Science,
Humanities and Social Science, Digital and Design Technologies, The Arts, Physical Education and
Health are taught through ‘transdisciplinary themes’, to help students make connections between
subject disciplines, thereby facilitating more effective learning. Teaching and learning is differentiated
for students needs. Students are asked to make connections between life in school, life at home and
life in the world. These connections contribute to the development of the attitudes that again promote
international mindedness.
The PYP fosters the development of thinking, communication, socialising, research and selfmanagement skills. Students are encouraged to put what they have learned into practice through
service to the school, local and global communities.
IB Guiding Statements
Helena College, Darlington Campus, aims to maximise the potential of each child and to develop
inquiring, knowledgeable and caring young people who help to create a better and more peaceful world
through intercultural understanding and respect.
All staff work together as a team every day and are committed to support all of our students through
high expectations so they can achieve their greatest academic and personal potential with access to
rigorous, enriching, motivating and innovative instruction.
Our Values – the framework within which we work to fulfil our Mission is underpinned by our Values.
These are the principles which govern all we do:
Respect for
Caring and Compassion of
Inclusivity and Participation in

ourselves and one another
our host culture
our environments
thought
intent
vision
academic content
assessment
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Integrity and Responsibility

flexible strategic planning
through providing the skills for lifelong learning
through a commitment to professional learning and
quality recruitment

Language Policy
‘Language stands at the centre of the many interdependent cognitive, affective, and social factors that
shape learning.’ David Carson (1999)
The PYP emphasises the vital role that Language plays in the construction of meaning and in being a
vehicle for inquiry. It empowers the learner and provides an intellectual framework to support conceptual
development and critical thinking. Therefore, the Darlington Campus is committed to the development
of proficiency in the Language of Instruction, second language and the retention of mother-tongue
language.
As language is central to all learning, our teachers are in practice language instructors and all students
are language learners. As such, all teachers will be actively engaged in immersing students in the
interplay between:
• learn language
• learn through language and
• learn about language
Library
The library is geographically located at the centre of the Darlington Campus and the collection is central
to our teaching and learning programmes. The collection contains resources in print, electronic and
digital formats. The extensive non-fiction, reference and fiction collections support the curriculum and
provides for the recreational reading needs of our students. An online catalogue provides access on
every computer in the school to all resources for students and staff.
Students are encouraged to use and borrow from the library collection regularly. The resources are also
available to parents and we encourage parents to set an example for students and reinforce regular
library use.
All students are required to use the official school library bag for transporting books between home and
the College. If students lose their library bags, the library carries a supply of replacement bags which
may be purchased at a cost.
We understand that occasionally books get damaged at home. If this occurs please do not try to repair
the resource, rather inform the library staff when returning the item/s. It is library policy to request the
replacement cost of any resources that are lost or damaged beyond repair.
Lost property
Lost property found at the school is placed in storage in the first aid room located in Administration.
Named items are returned to their owner. It is important that all items brought to the College are
named, including shoes and socks. Property not claimed by the end of each school term is either
recycled or donated to charity.
Lunch box safety
The information below provides general advice to parents and caregivers on how to maintain food safety
when packing children’s school lunch boxes.
Keep it cool!
The most important thing to remember in keeping food safe during storage is to keep potentially
hazardous food out of the ‘temperature danger zone’ of 5°C to 60°C. As schools generally do not
provide students with access to heating devices, any potentially hazardous food in a school lunch box
needs to be kept at a safe temperature of below 5°C. Keeping in mind that school lunches usually sit
for a few hours before being eaten, below are some simple tips to help ensure food is kept at a safe
temperature until the time it will be consumed:
• use insulated lunch boxes or cooler bags
• keep a frozen drink or freezer brick inside the lunch box
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•
•

if preparing lunches the night before, keep it in the fridge until leaving for school
encourage children to keep the lunch box in their schoolbag and to store it out of direct
sunlight.

Any perishable food such as meat, poultry or egg sandwiches, should be thrown out if not eaten that
day. Alternatively, pack lunch options that do not need to be kept cool to stay safe, such as:
• sandwiches with fillings such as hard cheeses, pickles and some spreads (eg Vegemite or
honey)
• canned meat or fish
• whole (uncut) fruit and vegetables.
Food safety tips
Parents and caregivers are reminded of a few simple food safety rules to prepare safe and healthy
school lunches and avoid the growth and contamination of food poisoning bacteria:
• wash and thoroughly dry hands before handling food. Children should be encouraged to always
wash their hands before eating.
• wash fruit and vegetables thoroughly.
• keep food preparation areas clean and dry.
• keep lunch boxes, utensils and reusable water bottles clean and dry.
Media consent / student images / student work
During any school year, photographs, audio, digital or video images may be taken of your child. These
may be used in College publications and promotions, including newsletters, classroom displays, the
College annual Reflections, College website, College Facebook page and any new technologies (for
example YouTube video clips such as our camps video and virtual assemblies / occasions). The
permissions given via the External Media form will remain in place until the student leaves Helena
College or until we are advised, in writing, of any changes you wish to make. To change your media
consent in the future, please send a letter or email to DC Administration (and a copy to the Community
Relations and Marketing Manager) giving specific details of the changes you wish to make.
Parents should be aware that it is not possible to exempt the image of any student from
Reflections as it includes photos from a variety of sources, including professional photos of
year groups, music ensembles, sports teams and other groups/teams.
Medication
Where possible, student medication should be administered by the parent/guardian at home in times
other than school hours. However, some students will have a need to access medication during school
hours on a regular basis for medical conditions (for further information, please see below).
•

Minor analgesics
Analgesics (eg aspirin and paracetamol) can have undesirable side effects. They are not
administered in the Darlington Campus without the parent/guardian’s instruction (preferably
written). Occasions may arise where consent may need to be obtained by a phone call to
parents or emergency contacts.

•

Prescribed medication
All prescribed medication must be handed in to Administration for safe keeping and must be
accompanied by a completed Student Medication Request / Record form, advising
specific details of the dosage required and the time to be administered by school staff.
Students, apart from Kindergarten and Pre-primary students, may carry their own asthma
reliever (puffer) or keep them in their school bags. All forms of medication, other than puffers,
must be stored in the first aid room in Administration. Students who have asthma are required
to provide a Student Asthma Record Form, signed by your doctor and updated annually. Please
note, parents must notify the College of special requirements for students who have severe
asthma.
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•

Emergency Action Plans
An Emergency Action Plan must be developed for students with medical conditions, after
consultation with the Head of Junior School and parents/guardians. Parents are required to
notify the school of children with special medical conditions, including the health information
pertaining to the management of anaphylaxis and asthma. This information must be updated
and signed off by your doctor annually. Parents are required to provide an up to date
Epipen and / or other medication prescribed for their child. Parents are also responsible
for replacing expired and used Epipens / medication. Furthermore, as a duty of care
matter, failure to not meet these requirements may result in a child not being able to
fully participate in all aspects of the teaching and learning programme (school camps,
excursions, incursions, cooking lessons and so on).
All school activities, including excursions and camps, should make provision for an emergency
action plan. Emergency action plans are to be revised and updated annually, or more often if
necessary as directed by parents via written instructions.

Please note: With regard to anaphylaxis management, Helena College Darlington Campus CAN NOT
CLAIM TO BE A NUT / ALLERGEN FREE SCHOOL due to the nature of lunch boxes. Staff
promote the needs of students with allergies and encourage families to be mindful, but can not
guarantee that lunch boxes, etc - and therefore classrooms - will be allergen free.
•

Out of school hours Administration of medication
In those cases (eg camps, sleepovers, excursions) where medication is to be administered, it
is the responsibility of parents/guardians to ensure that the school is provided with a completed
student medication request/record form and supplies of such medication a minimum of 24 hours
prior to the camp/excursion so that appropriate arrangements can be made for administration
of medication.

Messages for students
Telephone calls - To greatly support this process, parents/guardians are asked to phone
Administration before 12 noon (where possible) to assist in delivery of messages before the end of the
school day. Urgent messages will always be delivered.
Emails - Email can be a useful option for communication if the matter is not urgent. Please note that
emails may not be accessible every day by all classroom and specialist teachers.
Mobile phones
When mobile phones / smart devices are brought to school by the students they must be handed in to
Administration for safe keeping before classes commence and then collected at the end of the school
day (please ensure they are clearly named). Please note: students with medical conditions that need
to be monitored via the use of a mobile phone (e.g. diabetes) are not required to adhere to this and
may keep their phones with them throughout the day. Parents are asked to check household insurance
arrangements because the school cannot accept responsibility for the security of personal belongings.
Newsletters
College digital newsletters are published three times each term. This sits in a digital platform and
is not searchable online. Only those with the unique link sent via email to recipients can view it.
Newsletter community contributions
Newsletters are compiled by the Community Relations Department and include contributions from
the College Principal and Head of Junior School, as well as other staff, students and parents.
Parents are invited to let us know about student achievements by emailing details and photos to
newsletter@helena.wa.edu.au. There is also a community events section for parents, clubs and
organisations to advertise events and notices for the hills community.
The deadline for all contributions is 4pm Friday of the week preceding each newsletter.
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Parents’ and Friends' Association (P&F)
All parents and friends of the school are encouraged to join the Parents’ and Friends' Association and
participate in P&F activities.
The P&F is a voluntary association promoting the interests of Helena College through cooperation and
interaction between parents, teachers, students and members of the wider community.
The P&F runs a number of events throughout the year including an annual Welcome Event (to welcome
families to the new school year) a disco at the end of Term Two and an end of year celebration /
Christmas Concert in Term Four.
P&F meetings are held twice a term and are attended by the College Principal, Head of Junior School,
the Community Relations and Marketing Manager and a representative of the College Council.
Meetings are held at 6pm on a Wednesday, in weeks three and eight of each term, in the Darlington
Campus library. The dates are listed in the school's newsletter and on the College calendar.
Occasionally, a guest speaker will be invited to discuss a topic of interest.
A voluntary P&F levy is added to fee accounts to enable all parents to contribute to the work of the P&F.
Payment of this levy is not compulsory, but is greatly appreciated by the P&F as it is ultimately used to
benefit our students.
The P&F also carries out limited fundraising activities throughout the year, to assist with the provision
of additional facilities, resources and enrichment activities. Your support with these initiatives is highly
valued.
The P&F committee consists of a President, Vice President, Treasurer and Secretary. Election of these
members takes place at the Annual General Meeting. There are also two representatives nominated
for each class to help establish a close liaison with parents.
All parents and friends of the Helena College community are welcome to attend meetings. Class
Representatives (refer Appendix D for an outline of the role) from the P&F Association also invite you
to include your details on the ‘telephone tree’ for your class. This information is used primarily to assist
families to arrange play dates, parent catchups and to allow Class Representatives to provide updates
and information relevant to your class.
P&F dates for 2022
Term One
Week 3:
Wednesday, 16 February 2022
A warm welcome is extended for all new parents to attend the meeting
Week 6:
Friday, 11 March 2022
P&F annual welcome event – all welcome
Week 7:
Tuesday, 15 March 2022
Helena College Sporting and Cultural Associaiton AGM at 6.50pm
Week 8:
Wednesday, 23 March 2022
AGM and election of P&F Executive and Class Parent Representatives
Term Two
Week 3:
Week 8:

Wednesday, 11 May 2022
Wednesday, 15 June 2022

Term Three
Week 3:
Week 8:

Wednesday, 3 August 2022
Wednesday, 7 September 2022

Term Four
Week 3:
Week 8:

Wednesday, 26 October 2022
Saturday / Sunday 5-6 November 2022
Community event - Darlington Arts Festival
Wednesday, 30 November 2022

HC Darlington Campus Parent Handbook 2022

Page 33

(v1)

Parents are able to download minutes of the previous P&F meetings and the next meeting’s agenda
via SEQTA Engage > Documents > search P&F-DC. New parents will receive their unique login and
password from the IT Department at the beginning of the school year.
Parent information evenings
A Meet the Staff evening is held in the first couple of weeks of a new school year for parents to meet
their child’s teacher and for teachers to welcome and inform parents of the goals and aspirations for
the academic year. A letter containing information about this evening will be sent to parents. Other
information evenings held throughout the year will have their details published in the newsletter.
Parking, delivery and collection of students
As a hills school with limited parking, care must be taken at all times with so many young children about.
The school day begins and finishes at staggered times to assist with parking congestion, hence parking
areas need to be vacated as soon as possible. Your tolerance and consideration of others using the
carpark is expected. In addition, courtesy observing the one-way flow of traffic, No Parking/Standing
areas and bays marked for drivers with ACROD parking permits is also required. Parents are
encouraged to remind their children of safety rules and discuss with them waiting in an orderly manner
until collection.
At the commencement of the academic year and as students transition into a new year level, for
Term One only, parents may (in addition to the undercover area) access the small oval which
will provide a limited number of additional spaces to park. Parents are requested to ensure their
vehicle is removed from the small oval and undercover area either prior to 9.00am or, when
collecting students at the end of the day, by 3.20pm.
The following arrangements and procedures are designed for the safe and organised collection of our
students and we thank you for your adherence and support.
Junior pick up point
Kindergarten and Pre-primary students: At the conclusion of the day (Kindergarten 2.45pm; Preprimary 2.50pm), students will be taken under the supervision of the classroom teachers to the junior
pick-up point near the Administration building. Students will have until 3.00pm to be collected at which
time they will be taken to the senior pick-up point near the library.
Senior pick up point
Years 1-5 students: At the conclusion of the day (3.00pm), students will proceed to the senior pick up
point near the library where they will wait under the supervision of rostered staff to be collected.
Students who have not been collected by 3.20pm will be taken to Administration. Please note,
students in these years are not to wait at the junior pick-up point as there will be no student
supervision. Parents with children in these year levels (Years 1-5) are encouraged to use the
senior pick up procedure, rather than parking their vehicle in a bay near Administration, as these
spaces are best utilised for our Early Learning Centre parents and the youngest members of the
community. To assist with traffic flow, Years 4-5 parents are encouraged, where possible, to
collect their child after 3.10pm. The traffic generally moves much quicker after the initial few
minutes of student collection.
General information
As a matter of courtesy to fellow College members, if your child is not ready for collection,
parents/caregivers may be asked by supervising staff members to drive on, exiting the College and rejoining the queue so that waiting parents may proceed through (creating a greater flow-through effect
of traffic). Parents/caregivers are also asked to remain in their vehicle whilst staff members assist
children into the waiting vehicle. Please see Appendix H for Safe Student Drop off and Pick up
Strategies and Reminders.
Pastoral care
Pastoral care and behaviour management are linked and all Darlington Campus staff are responsible
for effective care of a student. The monitoring of pastoral care of each student is the direct responsibility
of the class teacher. The class teacher should be the first point of contact for any matters
regarding a student’s general welfare and progress. Specialist guidance and support is also
available from the Academic Support Coordinator, College Counsellor and Head of Junior School. The
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Head of Junior School has overall responsibility for the welfare and progress of the Darlington Campus
community and will also become involved in a pastoral matter if a student’s continued enrolment at the
College is in question. Please also refer to Lines of Communication.
Parents in the classroom
Parent assistance within the classroom is both welcomed and appreciated at the Darlington Campus,
under the guidance and at the request of the class teacher. Younger children often relish sharing their
schooling experience with their loved ones and it is a great opportunity for parents to genuinely connect
with their child’s learning. A parent’s presence in a classroom is at the Head of Junior School’s
discretion, based on what they believe is best for all the students within the class and the teaching and
learning programmes being offered at the time. The method upon requesting assistance will vary from
teacher to teacher as will the length and type of activities. When assisting within the classroom, parents
are to be mindful of adhering to College child safety Policies, respecting the privacy of students / families
in the year group and leaving the classroom when directed by the relevant staff member. As a reminder,
parents are required to sign in and out of Administration as a part of this process.
Personal property and possessions
Darlington Campus students must not bring special possessions and personal toys to school unless a
teacher has prior knowledge (for example, a class news item or class presentation). All items must be
clearly marked with the owner’s name. Students are responsible for the care and safety of their
belongings. Minimal money should be brought to school and be restricted to purchasing morning tea
from the school canteen (Years 1-5 only). Darlington Campus students are not permitted to bring
personal electronic equipment such as iPads to school.
Playground areas/equipment/Gate 1
Playground areas or play equipment are not to be used before school begins or once classes are
dismissed at the end of the day. Parents are asked to help remind students or younger siblings to stay
out of these areas and off playground equipment before classes open each morning and after school
each afternoon.
In the interest of safety for our students, Gate 1 will be closed at 8.45am and re-opened at 2.45pm.
The aim of this is to provide a safer playground environment for our children (reduced volume of traffic
travelling through the school grounds) and an increase in safety as vehicles entering the campus will
be directed to the main entrance and past the Administration and staff room buildings.
Protective Behaviours K-12
Helena College is committed to ensuring that it is a ‘child safe organisation’. All staff are trained with
respect to identifying child abuse and grooming behaviours and are aware of their moral and legal
responsibilities to report child abuse. Great care is taken in the recruitment and supervision of all staff
and volunteers. All students receive personal safety training using the Helping Hands or Teenagers
Guide to Personal Safety programmes developed by Protective Behaviours WA. Personal safety
training is further developed in Years 10-12 through Health Education and a guest speaker programme.
Parent seminars about child abuse and the Protective Behaviours WA approach to personal safety are
offered from time to time.
Staff, Third Party Contractors, External Education Providers, Volunteers, students, parents/guardians
and other community members who have concerns that a child may be subject to abuse or grooming
are asked to contact the College’s Senior Child Protection Officer, Susan Boyett, Director of Student
Services, by phoning 9298 9100 ext 112 or emailing sboyett@helena.wa.edu.au.
In accordance with the WA Registration Standards for Non-Government Schools, all breaches and
suspected breaches of the College’s Child Protection Code of Conduct must be reported to the Principal
or the Chair of Council. All communications will be treated confidentially on a ‘need to know bases’.
Whenever there are concerns that a child is in immediate danger the Police would be called on 000.
At Helena College we recognise that the students are the most valuable but also the most potentially
vulnerable members of our community. Therefore, we are committed to teaching children practical and
easy-to-understand personal safety strategies with the aim of keeping our students safe.
Every child has the right to feel safe at all times. Each year however, thousands of children across
Australia experience abuse. Many parents focus on the issue of ‘stranger danger’ when teaching
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personal safety to their children. Statistics show us however, that 96 per cent of children who experience
abuse know and trust the perpetrator. (Australian Institute of Health and Welfare 2011 - 2012).
Protective Behaviours is an internationally acclaimed personal safety and child abuse prevention
programme endorsed by the Department of Education in Western Australia.
The programme is based on two themes:
‘We all have the right to feel safe at all times’ and
‘We can talk with someone about anything, no matter what it is’.
Staff at the Darlington Campus have participated in Protective Behaviours Professional Development
Workshops and are integrating the Protective Behaviours Programme into the curriculum from
Kindergarten through to Year 5. The Holding Hands resource text is based on the Protective
Behaviours Programme. The lesson plans have a variety of uses including whole classroom, small
groups and one to one sessions with students. The lesson plans are clustered into four year groups:
• Kindergarten to Pre-primary
• Year 1 to Year 3
• Year 4 to Year 6
• Year 7
The lesson plans are designed to sequentially introduce the themes, concepts and strategies of the
Protective Behaviours Programme over a series of 10 weekly lessons.
Commitment of Child Safety
Helena College is committed to providing education and care to children and young people to assist
them to develop into high-achieving, supported students, positively connected to each other and to the
communities in which they live and which they will serve.
The College is committed to ensuring the safety, welfare and wellbeing of all children and young people
at the College and is dedicated to protecting them from abuse and grooming by implementing robust
policies and procedures to deter abuse and grooming and facilitate detection and reporting at the
College.
At Helena College, we have a zero tolerance for child abuse and grooming. The College regards its
child protection responsibilities with the utmost importance and as such is committed to providing the
necessary resources to ensure compliance with all relevant child protection laws and regulations and
to maintain safe and supportive College physical and online environments for all chidren and young
people.
Reflections
Each year the College annual presents a visual and written reflection of both the campuses. The
aim of Reflections is to illustrate all aspects of Helena College – the learning areas, class
photos, sports carnivals, camps, special events and social activities that take place throughout the
year. Copies of Reflections are distributed to students in Years K-11 in the last week of Term
Four, and are available for Year 12 students to collect from the College after Awards Night.
Archived copies of Reflections from previous years are available via the College website via
Reflections Archive.
Reporting, assessment and monitoring
Assessment is integral to all teaching and learning. It is one of the most important tools the College
uses to inform planning and practice, guide instruction and lead to improved student learning. As well
assessing students in the subject based learning areas, we assess the Primary Year Programme
(PYP) Approaches to Learning, which are:
• Thinking skills
• Research skills
• Communication skills
• Self-management skills
• Social skills
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To ensure the College upholds our mandate of ‘every student matters every day’, the learning
experiences are differentiated, positioned and delivered within each individual student’s ‘zone of
proximal development’. Authentic, relevant and ongoing assessments, which include all stakeholders,
provides the evidence and data that is needed to do this.
Early intervention is a key component in ensuring students reach their potential. The Darlington Campus
regularly uses a variety of assessment tools (diagnostic; formative; and summative) to identify areas of
need in literacy, numeracy and other areas.
Formal and informal reporting at the Darlington Campus is conducted in line with the Western Australian
Curriculum and Assessment Outline and International Baccalaureate requirements. A range of
communications between home and school are utilised – engaging the partnership between parents,
students and teachers. Written and oral forms of reporting include:
• interim reports
• parent/teacher interviews
• portfolios
• semester reports
• teacher letters and emails
External specialist reports
Parents are encouraged to provide a copy of relevant external specialist reports (e.g. Occupational
Therapy and Speech Screening Assessments, Educational Psychology Reports etc). These should
initially be provided to Administration - with the view of assisting your child’s well-being and learning
success. Reports such as these enable the College to make note of possible educational
recommendations and enact reasonable adjustments where possible.
Security
The College utilises CCTV surveillance for the purpose of recording and as a deterrent to
unauthorised access and / or vandalism to the College. Access to surveillance information is
restricted to nominated staff members and, if necessary, the Western Australian Police. Under no
circumstances will surveillance information be provided to third parties.
SEQTA
SEQTA is an online learning management system for communication and organisation – used by staff,
students and parents.
SEQTA Engage (https://helena-engage.site.seqta.com.au) is the online portal for our College parents,
assisting them to be more involved in their child’s education. All parents are given login details to
access SEQTA Engage on enrolment.
Any queries regarding your
seqta@helena.wa.edu.au.

login/access

to

SEQTA

Engage

should

be

emailed

to

Everywhere anytime access
SEQTA’s web portal allows parents to access information whenever they choose and on any device.
Parents can log in on their smartphone, tablet or computer to see important data about their child’s
progress.
What information will parents be able to access and view with SEQTA Engage?
• View school notices and documents
• Forums
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•
•
•

Notify absentees
Uniform ordering
Calendar

Social media guidelines
For many families, web-based and other electronic communications are a regular part of your social
and professional lives. Within the context of a school community, the use of web-based programmes
(platforms, forums and / or applications) capable of communication over the Internet can pose privacy,
conduct and security challenges.
School events and memories
Attending school events such as assemblies, sports carnivals and excursions provides a wonderful
opportunity for parents to observe their child in a different context. Attending these occasions,
particularly in a junior school setting, provide delightful moments that should be enjoyed, remembered
and cherished. Parents are welcome to take pictures and/or record these times to capture the moment.
Please remember, parents are asked not to upload / post photographs and / or recordings to
public forums (such as YouTube, Facebook, Twitter and Instagram) as the material will more
than likely contain images of students other than your own child. Parents may not be aware of
particular school-based requests from families (including that of possible legal matters) to not have their
child’s image published and, due to privacy laws, this information cannot be provided to the wider
community.
Facebook (and other social media)
The College does not endorse or promote any unauthorised school related Facebook pages or groups
and respectfully ask that parents interact on authorised pages only. Alternative (i.e. personal or social)
Facebook pages or groups may not use the school logo or the school’s name (Helena College and / or
Helena) and should be mindful of the above information in relation to pictures and recordings. These
details are also applicable to other social media platforms.
Online conduct
In keeping with the spirit of the College’s motto Bringing out the best together, parents are to be
conscious when using web-based communications not to air possible unfavourable opinions about the
College and / or community members. A year level Facebook page, for example, is not a forum to raise
school concerns. Rather, parents are reminded that posts are to be relevant to the intent of the page
and to refer to / follow the school’s Lines of Communication (detailed earlier in this handbook) with
possible issues / concerns being referred directly to the College where necessary.
Issues or concerns regarding the selection of inter-school sport teams, changes to school staffing, class
sizes, upcoming camps, teachers, homework and teaching and learning programmes, are all general
examples of what is not relevant / appropriate to discuss on social media.
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Social media administrators / moderators
Parents who take on a Class Representative role have the responsibility of taking on administrator for
their year level Facebook page - which has the intent of promoting connection and support within a year
level. We ask that you please be mindful and respectful towards those who are in this role which can
certainly, and understandably at times, not be an easy one. The administrators aim to support College
policies and are merely referring to guidelines provided to them - which align to our College’s
Community Code of Conduct Policy. As a reminder, it is not their role to act as a representative of the
College and / or deal with potentially raised concerns / issues from other parents.
Bringing out the best together
By accepting an enrolment at Helena College, parents are agreeing to abide by and be held
accountable to College policies and procedures - including the use of social media to communicate
with other Helena College families.
In essence, we hope parents utilise various social media for the great benefits it can provide, and at the
same time, are asked to be mindful and give due respect to the reputation and good name of the College,
its staff and community members (including when using all social network forums / platforms /
applications used in a Helena College context).
Specialist teacher prgrammes
The Primary Years Programme (PYP) and core curriculum is both strengthened and supported by a
wide range of specialist teachers and teaching and learning programmes in Physical Education,
Indonesian, Library Studies, Computing and Performing Arts.
Physical Education and Health
Physical Education is an integral part of a Helena College PYP education the purpose of which is to
develop a combination of transferable skills promoting physical, intellectual, emotional and social
development; to encourage present and future choices that contribute to long-term healthy living; and
to understand the cultural significance of physical activities for individuals and communities. As a part
of the Physical Education programme, students in the early years build on their fundamental movement
skills to assist them when transitioning into sports that incorporate game play and strategy. Over their
time at the Junior School, students are exposed to a wide variety of sports to help them build confidence
in their own ability and skills. Students are able to further demonstrate these skills at our sporting
carnivals that occur throughout the year. We acknowledge that students are the most valuable but also
potentially the most vulnerable members of our community. Therefore, the Protective Behaviours
personal safety framework is a significant and important component of the Health curriculum across
all year levels.
Indonesian
In PYP schools, all students have the opportunity to learn more than one language from at least the
age of seven (7). Every learner benefits from having access to different languages, and through that
access, to different cultures and prespectives. At Helena College, our chosen additional language is
Indonesian. The Indonesian programme provides an opportunity for students to develop knowledge,
skills and understandings to communicate effectively and appropriately in a language other than English.
Through the inquiry process, students develop and gain an understanding of Indonesian culture and
practical skills which they can use in future social, cultural and vocational areas with a global view of
the world. The Indonesian programme enables students to further develop their skills and
understanding in Bahasa Indonesia, and also English and of literacy in general.
Library Studies
Our Library provides a welcoming, flexible multimodal space that allows access to information
professionals, resources and services that aid and extend learning and teaching. The library teaching
programme focuses on developing the student’s independence in the library environment while
supporting teachers and students with resources to be used in their Units of Inquiry. The students are
taught to search for their books, for both pleasure and research, and undertake various learning
experiences that allow opportunities to consolidate how to access specific information and expand their
knowledge of the world around them. The delight and pleasure of literature is regularly explored through
story time sessions and shared discussions of text components and celebrated during book week each
year.
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Computer Studies
The Computer Studies programme provides opportunities for the enhancement of learning, and may
significantly support students in their inquiries and in developing their conceptual understanding. The
learning experiences allows students to develop competence and confidence with computers and
acquire operational skills, knowledge and understanding of computer technologies in a systematic and
structured way. Students have access to digital technology devices that include iPads and laptops to
be used in the classroom as well as the Computing Room – further enhancing their online research
skills. The students use computers in the technology process, to learn lifelong skills, in manipulating
digital materials, in creating information-based products or as part of specific system / programme.
Arts
The Arts are a powerful mode of communication through which students explore and construct a sense
of self and develop an understanding of the world around them. The Arts, as a medium of inquiry, also
provide opportunities for learning, communication and expression. Learning about and through Arts is
fundamental to the development of the whole child – promoting creativity, critical thinking, problemsolving skills and social interactions. In Performing Arts, students build their awareness of drama
through games, role play and scripted performances and increase their understandings of music
through rhythm, beat and musical games. There are opportunities for students to discover and explore
the world of dance, music and drama and participate in clubs and showcase performances throughout
the year.
Student accident insurance
The College offers 24 hours by 365 days student accident insurance, subject to the terms and
conditions of the policy. A schedule of available benefits will accompany the account. Any parent
wishing not to be involved in the provision of insurance should write to the Business Manager so that
arrangements can be made to credit the cost and ensure that the College has a record of the withdrawal
from cover. Please contact the Business Manager at the Glen Forrest Campus (9298 9100) for updated
information and claim forms.
Student achievement and endeavour
At Helena College Darlington Campus we encourage our students to strive for their personal best in all
areas of school life. Student acknowledgement includes a range of awards relating to endeavour,
citizenship and achievement. These awards are presented throughout the year at numerous events,
including assemblies, so the Darlington Campus community can help celebrate and share these
positive experiences.
Student diaries
Student diaries are a vital means of communication between teacher, parent and student. Consistent
use of the diaries enables a cooperative effort to help students develop good work habits and ensure
that any set homework is completed by the due date. Student diaries should be checked and signed
each week by both parents and teachers. If lost, replacement diaries may be obtained from
Administration at a cost.
Student illness
During the year there are times when the outbreak of illness can significantly increase throughout the
community.
In the interest of infection control and in an effort to show respect for fellow students and
teachers, please do not send your child to school unwell. If a student should become unwell during
the course of the day, the student should first speak to his/her teacher. If necessary, the student will be
taken to Darlington Campus Administration to be assessed and treated. If a student is unable to return
to class, or has sustained a significant injury, parents will be notified. Parents may then collect the
student from Darlington Campus Administration. Prompt collection of your child is always appreciated
as the College cannot facilitate keeping students in first aid for long periods. Please see details below
regarding exclusion rulings on common and highly contagious diseases:
Chicken pox
Conjunctivitis

Exclude from school until well and for at least five days after the rash appears
and vesicles have formed crusts. Note that crusts alone do not warrant
exclusion.
Exclude until discharge from eyes has ceased.
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Impetigo (school sores)

Exclude until day after antibiotic treatment has commenced. Lesions on
exposed skin surfaces should be covered with a waterproof dressing.

Influenza

Exclude from school until symptoms resolved. Influenza, though mild in most
people, can be a serious illness. Symptoms of the disease include fever,
cough, sore throat, headache, chills, muscle aches, and a runny nose.
Influenza is spread easily from person to person through infected droplets in
the air and on the hands. In children it is highly infectious so parents are urged
to keep students at home if they are showing symptoms of cold or flu like illness.
They should remain at home until acute symptoms have resolved. Parents and
teachers can also help prevent the spread of influenza by observing practices
of good flu etiquette and encouraging these in students.
These practices include:
• covering their mouths when coughing or sneezing
• blowing their noses into tissues, and disposing of these properly in a
rubbish bin
• washing their hands thoroughly after coughing, sneezing or blowing
their nose.
Vaccination is the safest and most effective way that people can
minimize their risk of getting the flu and passing it on to family, friends
and colleagues.
Influenza vaccination is recommended for anyone over the age of six months
and strongly recommended for those at increased risk of severe illness and
complications, including pregnant women, people over 65 years of age,
Aboriginal Western Australians over 15 year of age, and persons with a chronic
medical condition that predisposes them to servere influenza.
This information was provided by the Prevention and Control Unit,
Communicable Disease Control, Department of Health).

Measles

Exclude from school until well and for at least four days after the onset of
the rash.

Mumps

Exclude from school until well and for at least nine days after onset of
symptoms.

Head lice

Outbreaks of this endemic disease occur in every school from time to time.
Students who are identified as having head lice are to be excluded from the
school until after treatment has commenced and live lice have been removed.
In order to contain outbreaks as much as possible, we request that parents
notify Administration staff if they find that their child has head lice. Parents will
be informed via email to advise there is an identified case of head lice within
the year level / College to take appropriate action. Please refer to SEQTA
Engage > Documents > search Health guidelines for a factsheet.

Ringworm

Exclude from school until the day after treatment has commenced.

Rubella (German measles)

Exclude from school until at least four days after onset of rash.

Scarlet fever

Exclude from school until well and at least twenty four hours after antibiotic
treatment has commenced.

Whooping cough

Exclude from school for twenty one days from onset of cough or five days after
starting antibiotic treatment.

Please note: Each student’s immunisation status is required at commencement of their enrolment at
Helena College - this needs to be in the form of a copy of your student/s Immunisation History Statement
which can be obtained from the Australian Immunisation Register (AIR) / your myGov account. Copies
of the student/s immunisation record sheet can not be accepted as official documentation. In the case
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of communicable diseases within the school community, local Population Health Units will advise
Helena College of the planned response to individual cases or outbreaks of infectious diseases,
including decisions about exclusions (from school). As a duty of care matter, where the parent (or
guardian) makes a conscious, informed decision not to immunise their child, they need to be aware that
if a case of a communicable disease arises in our school community, the child is likely to be excluded
from school for a set period of time. If Helena College has not received a student’s immunisation data,
the child is also likely to be excluded from school until this information is received.
Student information form
The student information form provides the College with vital details regarding the welfare of children
attending the school. Parents are provided with a new form annually and are asked to complete, update
and submit the document to Administration to ensure the College has the most up-to-date information
pertaining to their child/ren. Of particular importance, parents are asked to indicate and describe any
specific teaching and learning implications that are to be noted regarding any outlined matters. Parents
are also asked to ensure the most up-to-date contact details, including emergency contacts, and
relevant medical action plans are provided.
Student leadership
In pursuing the aims and objectives of Helena College, students in each year level will be exposed to
leadership opportunities. Leadership roles will vary in responsibility, according to need and capability.
Swimming classes (Years 1-5)
Darlington Campus students participate in swimming classes in Term One. Details for swimming
lessons are included in the Orientation Day packs.
Teaching and learning programmes
Child wonder, initiative and effort are celebrated in the Darlington Campus where the learning and
teaching process is designed to support and guide students in their formative years of schooling. For
the students, it is a time of discovery as they are taught across a range of subject areas and Electives,
providing them with a diverse and rich early learning experience. To meet the needs of young learners
an educational philosophy based on holistic development, with a strong emphasis on striving for
personal best, is delivered by teams of specialised and dedicated teachers.
Our programmes are varied yet revolve around a rigorous commitment to literacy and numeracy skills
and work habit development – the foundation stones of all learning. Teachers provide a balanced
curriculum under the IB PYP Framework that optimises the opportunity for all students to achieve the
outcomes described in the Western Australian Curriculum and Assessment Outline and the principles,
practices and learning outcomes of Belonging, Being and Becoming – The Early Years Learning
Framework for Kindergarten.
The classroom teacher is primarily responsible for the academic and pastoral care of the students in
their class. Specialist classes are offered in Computer Studies, Health and Physical Education, Library
Studies, Languages (Indonesian) and Performing Arts. Furthermore, camps are an important part of
the curriculum at the College.
Parents are acknowledged as partners in their children’s learning programme and are urged to actively
support and engage in the process. Additionally, it is an expectation that students will fully participate
in the provided teaching and learning programmes (excluding exemptions acknowledged / granted by
the College).
Uniforms
Please support the College’s uniform policy and allow students to develop a strong sense of pride and
belonging as a member of the school. The uniform is compulsory for all students and is to be worn as
outlined in the uniform guidelines. Parents are asked to (regularly) clearly label all belongings and
items of clothing. Please see the Uniform Brochure on SEQTA Engage > Documents > search Uniforms
for full details on uniform requirements or refer Appendix E. For the Uniform Policy please see SEQTA
Engage > Documents > search Policies.
At the Darlington Campus, students wear their sports uniform on two days of the week and their College
uniform on the other three days. Unless otherwise advised by the class teacher, the two sports uniform
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days are usually Tuesdays and Thursdays - which are both physical education lesson days at the
Darlington Campus. The class teacher will confirm which day your child’s timetabled physical education
lesson is on and it is preferred that the House polo is worn on this day.
It is hoped that students will be proud of their school and wear their uniform correctly with pride at all
times. See Appendix B for information on the Sustainable School Shop Online for buying and selling
secondhand uniforms and textbooks.
Uniform Shop
Parents may purchase all uniform requirements (except shoes) from the Uniform Shop which is
operated by Perm-A-Pleat and located at 31 Victoria Street, Midland. Please refer to the College
website for the most up to date details on opening times, booking appointments, contact details etc.
(https://www.helenacollege.wa.edu.au/current-families/uniforms/).
Visitors to the College
All visitors and parents are requested to register / sign in at Administration and collect
a visitor’s lanyard before entering the campus. See College website for copy of the
Visitor Policy or SEQTA Engage > Documents > search Policies
Volunteers
Volunteers make a considerable contribution to the College community by giving their time and sharing
their skills and expertise with others. Examples of volunteer work within the College include:
• College Council membership;
• coaching and managing sporting teams;
• canteen duty;
• reading and learning support;
• assisting on excursions
• assisting with College events and functions
Volunteers may be members of the parent/guardian body, from the wider College or local community.
Helena College recognises the value of volunteers in contributing to the College community by giving
their time and sharing their skills and expertise with others. Volunteers may have a wide range of
interests, skills and abilities that are able to complement our programmes, thus giving a wider range of
interactions and experiences to our students.
During their time at the College all approved Volunteers are required to be signed in via Administration,
wear an identifying lanyard and comply with the College’s Code of Conduct for Volunteers. (See
Appendix G for further details).

Please note, the information contained here within this handbook is not intended to be all-inclusive of
matters pertaining to parents and students. Furthermore, information in this booklet is correct at the
time of publishing and may be subject to change during the course of the year. Updated copies
throughout the year will be available via SEQTA Engage > Documents > search Handbooks.
Parents are encouraged to explore more about the College and it’s Policies on the website at
helenacollege.wa.edu.au. Further information for parents on a range of topics is also available through
our SEQTA Engage parent listings.
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The Junior School Song
Once a jolly group of kids
Sat down in the hills near Perth
They wanted to settle all their fights
So they thought and talked
and they wrote about their squabbables
and how they could have put them right.
Think about each other, understand each other,
See the other's point of view and try to compromise.
This solution they tried and it worked amongst that group of kids,
Couldn't the world try it too and unite.

Lyrics written by the Year 5 students in 1981
(Sung to the tune of 'Waltzing Matilda')
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Date: 07/11/2019

Record then filed by class
teacher/homeroom teacher

Absence is changed on SEQTA by class
teacher/homeroom teacher from
unresolved to resolved with a brief
reason for absence outlined.

Parents provide written confirmation
to the College confirming reason of
absence for their child

Information is now visible to all staff on
SEQTA - showing brief explanation of
the reason for absence

Unresolved Absent/Medical/Absent
with permission/Excursion/etc

Teacher/Administration
Staff/Attendance officer marks SEQTA
with appropriate reason for absence:

Parent has informed the College
by 8.40am

Response
- see 'Parent has informed'

ATTENDANCE
FLOW CHART

- see 'Parent has informed'

Response

Urgent Meeting with Executives and/or
Student Services to discuss appropriate authorities notified if
required

Deputy Principal / Head of JS to call all
numbers provided again and student
mobile number if available

No response - then all suitable numbers to
be called before passing information to
Deputy Principal / Head of JS

Attendance officers monitor SEQTA live
and if the absence is verified as
unconfirmed then a SMS/Email is sent
to parents

Class teacher/Homeroome teacher
marks the student as absent

Parent has not informed the College by
by 8.40am

If student does not produce an "Arrival
Card" or "Late Note" to the class
teacher, they must report to
Administration to be signed in

Student proceeds to class with blue
card/note to show their classroom
teacher that they have signed in at the
office

Administation staff/Attendance officers
update student record on SEQTA from
absent to late with brief explanation of
the reason

Student and parent sign in at the
administration office and student is
given a blue "Arrival Card" or "Late
Note" to pass to teacher

Student arrives late to school

If student is to return later – see
‘Student arrives late to school'

Administration Staff/Attendance
officers resolve absence on SEQTA for
the remainder of the day - resolved
absent with a brief reason for absence
outlined

GFC - Student reports to the
administration area to meet parent and
parent must sign student out

DC - Parent signs student out at
Administration and receives a yellow
"Release Card" to give to the class
teacher (Student must not leave class
without a "Release Card")

Parents/Student provides a note or
email to teacher explaining the need to
exit class early (where possible)

Student exits school early
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Appendix B - Sustainable School Shop

Second-hand uniform and textbook trading
Helena College is conscious of the need to provide an improved facility for families to be able to buy
and sell their secondhand uniforms, textbooks and other student resources.
The Parents and Friends Association at each campus continues to provide our families with access to
the Sustainable School Shop, which is a comprehensive and convenient method of buying and selling
uniforms and textbooks.
For the best results:
•
•
•
•
•
•
•
•
•
•

Register on the Sustainable School Shop website and nominate Helena College
An annual subscription to the service is provided to our parents courtesy of the Darlington
Campus and Glen Forrest Campus P&F, as a service to our families
List your items for sale
List wanted ads for those items you are looking to buy
The College’s uniform and book lists are loaded into the system to make listing ads easy
The system matches the ads of buyers with sellers and notifies the buyer via email
Buyers contact sellers and arrange where and when to trade
Most trading will occur with other parents from our school
Parents are well supported via Sustainable School Shop’s telephone (0438 743 444) and email
help lines
The system is simple and easy to use – If you don’t have a computer, internet access or an
email address, please call the Sustainable School Shop for assistance

You can pre-arrange the transaction and then trade after the texts are not required.
All enquiries should be directed to the Sustainable School Shop 1300 683 337 or help is also
available through ‘Contact us’ on their website at www.sustainableschoolshop.com.au
We hope you will make the most of this opportunity and gain the benefit from recycling your student’s
school items.
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Simply

• Register on the Sustainable School Shop website
www.sustainableschoolshop.com.au
• A subscription to this service has been kindly funded by
both HC Parents and Friends Associations

Buy and Sell
Second-hand Textbooks
Second-hand Uniforms

Second-hand textbook and uniform trading
systems

• List Wanted & for Sale Ads (Browsers tell each other what
they require and what they have to sell).
• The school’s book and uniform lists are loaded into the
system to make the Ad listing process easy, fast and
accurate.
• Assistance is provided to accurately price items.
• Our Ad Matching service shows you
-Exactly the right items to buy
-Who has the most items you need
-The cheapest items
• Buyers contact Sellers and arrange where and when to
transact.
• Excellent email and telephone helplines are provided:
0438 743 444

Also Buy & Sell

A community initiative by HC Parents and Friends

-Calculators
-Sporting items
-Musical items
-Electronics & DVD’s
-Stationery
-and lots more

Pricing Guide
-Like New
-Excellent
-Very Good
-Good

70%
60%
50%
40%

www.sustainableschoolshop.com.au
ABN 55 114 136 211
______________________________________________________________________________________________________

Helpful tips
• Be patient, items transact all year round
• Peak trading times- Textbooks: Nov-Mar Uniforms: Change of season, end of year and year start
• Listing Wanted and For Sale Ads gets results
• Our unique Ad Matching Service shows you who to transact with, and will save you lots of time
• Be realistic when pricing items
• Telephone sellers provides a quicker response as many people do not regularly check their emails
• Pre-arrange who to transact with if your items are still being used and write the availability date in your Ad
• Respect other browsers and remember to Delist your Ads promptly when no longer needed
• Meet somewhere convenient to transact, don’t make special trips and just fit it in to your normal activities

HC Darlington Campus Parent Handbook 2022

Page 47

(v1)

Appendix C - Online Canteen

How to Register / Order with QuickCliq

1. Visit www.quickcliq.com.au
2. Select ‘Login’ in the top right corner
3. Select ‘Sign Up’ – follow prompts to complete Sign Up and
activate account.
4. If an account is already held – Login using Email and Password
you provided.
5. You will need to add your student’s details – using the ‘Add
Student’ tab – follow the prompts

6. Add credit using the ‘Add Credit’ tab – follow the prompts
7. Place your order using the ‘Meal Order’ tab – follow the prompts

You will receive a confirmation email from QuickCliq after placing an order. You can double
check your order by clicking the ‘Active / Cancel Orders’ tab.
Please note: Cut off ordering time for Helena College, Darlington Campus, is 8.00am on the day
of order.
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Appendix D - Class Representatives
Becoming a year level representative is a great way to get to know the parents in your class and the
parents within the College. One or two parents from each class are encouraged to nominate as year
level representatives. Once confirmed, your personal contact details will be available for the
Helena Community on SEQTA Engage unless you do not agree to this. An email seeking
permission to include your mobile number / email address will be sent to you following the P&F
AGM when Year Level Representatives are formalised.
The responsibilities of a year level representative generally include:
Class functions
Regular morning teas and/or class dinners are encouraged. We suggest you start with a morning tea
for your year and introduce yourself as the class representative. Dinners are always a great way to
meet the parents of your child’s classmates and give you a night out. Social activities involving children
can also be organised.
Greeting new parents during the year
To help new parents settle into the Helena community, ask the class teacher to inform you when a new
student arrives and introduce yourself to the new parents. Invite them to be placed on the class contact
list (‘parent tree’) and inform them of any future class or school events. An updated class contact list
should be created (each year) and distributed to all parents with the new details. Please note - This
information should be gathered from the parents in the class, as some may prefer/require their personal
information to be kept confidential.
Lines of communication
Occasionally, a parent may raise an issue with you regarding a teacher, school policy or school
community. It is College policy that these issues be discussed, firstly, directly with either the teacher or
Head of Junior School by the parent concerned, particularly if it is of a personal nature. If it is a more
general issue this can be discussed with the Head of Junior School at regular forums or by appointment
through Lynda Humphreys in Administration.
Attending Parents’ and Friends’ Association (P&F) meetings
Year level representatives are encouraged to attend Parents’ and Friends’ (P&F) meetings. These are
generally held twice a term and they are a fantastic way to interact with fellow community members and
to keep well-informed of and support the latest Junior School endeavours and activities.
Guidelines for Year Level Facebook pages
Helena College has an official Facebook page which all families are encouraged to interact with. In
addition to this, some year levels have formed their own Year Level Facebook pages to foster
communication between families in their year level. Where such a page is established, the Year Level
Representatives, not College staff, will be responsible for taking on the role of Administrators and are
required to register the page details with the P&F Executive committee - one of which will also need to
be given access to the page as an Administrator. The Year Level Representatives should adhere to the
general guidelines about Lines of Communication (earlier in this page) and the Facebook guidelines
set out on SEQTA when interacting with these closed / private pages. It must be remembered that
parents are not obliged to become members of such groups - this is a matter of personal choice.
Community projects
In keeping with the College’s aims, the school endeavours to annually support a small number of
community projects. Year level representatives are encouraged to coordinate and drive these ventures
in collaboration with the College. The projects generally consist of running a small fundraising
(sometimes ‘friendraising’) event in which students from other classes may participate with proceeds
being donated either to a chosen organisation and/or the College.
Year level representatives play an important role within the Helena community and it is hoped
that those who take on this position find it to be personally rewarding. Additionally, rotating
these positions from year to year will allow several parents to experience this worthwhile role.
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Appendix E - Uniform Brochure and Information
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- HELENA COLLEGE Students may wear clothing from the College Uniform list
OR the Sports Uniform list but must not combine items from
the two lists.
ALL items, except shoes, must be College branded and
from current design.
COLLEGE UNIFORM
(Years 1-12)

SPORTS UNIFORM
(Years 1-12)

ELC UNIFORM
(Kindy & PP)

Dress

Blue Polo Shirt

Sports Shorts

Skirt

House Polo Shirt

Navy Polo Shirt

Shorts

Sports Shorts

Tracksuit Pants - fleece

Trousers

Tracksuit Pants
Fleece DC
Microfibre GFC

Windcheater or Tracksuit Zip
Jacket

Shirt (Y1-5 worn out; Y6-12
tucked in)

Tracksuit Zip Jacket
Fleece DC
Microfibre GFC

Blouse (worn out)

Sports socks (white)

Jumper

Broad Brimmed Hat

Jacket

Cap GFC only

Socks, navy or light blue

Leggings (worn under shorts)
GFC only

Tights, navy
Scarf, navy (Y6-12 only)
Footwear

Footwear

Footwear

GFC (Years 6-12) All black,
lace-up, leather school shoes

Non-marking sports shoes

Enclosed, black shoes (may be
velcro); navy, leather sandals
OR pull on black boots (with
tracksuit pants only)

DC (Years 1-5) Black, leather
school shoes (velcro
permitted); navy, leather
sandals (with dress or shorts
only); or black, leather pull on
boots (with trousers only)
Years 1-6 students may wear Sports Uniform to and from
school on their allocated sport days and wear College Uniform
on the other days. Please refer to class teachers regarding the
allocated sports days.
Years 7-12 students are to wear College Uniform daily and
change into their Sports Uniform as required.
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Appendix F - Darlington Campus Map
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Appendix G - Code of Conduct for Volunteers
Helena College recognises the value of volunteers in contributing to the College community by giving
their time and sharing their skills and expertise with others. Helena College values the contribution of
all members of the school community in volunteering their time and effort.
To assist Helena College in providing a safe environment and a positive educational climate, volunteers
are expected to comply with the following guidelines:
Put Safety First
Volunteers should:
• Observe safe work practices which avoid unnecessary risks;
• Only work according to their level of competency;
• Follow reasonable safety instructions given by supervisors;
• Report any safety hazard or hazardous practice they observe; and
• Assist in implementing evacuation procedures if required.
Have Respect for Others
Volunteers should treat students, staff and other members of the college community with respect and
in particular should:
• Treat everyone with courtesy, sensitivity, tact, consideration and humility;
• Dress appropriately having regard to the nature of the volunteer activity;
• Assist in the creation of an environment free from fear, harassment, racism or exploitation;
• Respect the cultures, beliefs, opinions and decisions of others;
• Take reasonable instruction from staff and not obstruct staff in the execution of their duties; and
• Avoid waste or extravagance and make proper use of the resources of the college.
Communication
Volunteers should use appropriate communication skills when engaging with students, staff and other
members of the college community and in particular should:
• Avoid swearing or other us of profanities;
• Use non-discriminatory respectful and non-judgemental language;
• Maintain appropriate levels of confidentiality;
• Be aware of people’s personal space;
• Be aware of their own body language; and
• Seek advice where appropriate.
Child Protection/Prohibited Conduct
Whilst volunteering and/or on college property, volunteers must not:
• Work unsupervised with students;
• Be involved in toileting students or assisting with change rooms/sick rooms;
• Encourage affection from or dependency in students (e.g. giving presents, having intimate physical
contact or intimate personal contact through written or electronic means such as email, letters,
telephone, text messages, social media sites or chatrooms); or
• Display bullying or intimidating behaviours towards students.
• Smoke or use tobacco products, be under the influence of alcohol, illicit drugs.

Volunteers Code of Conduct (Updated 2018)
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Appendix H - Safe Student Drop off / Pick up Strategies
DARLINGTON CAMPUS - SAFE STUDENT DROP OFF / PICK UP
STRATEGIES…
The small loop (near the Library) is closed for parent
access - both parking and drive through. Instead, staff
utilise this area for parking, as their vehicles are unlikely to
be moving at the busiest times of the day i.e. during the
times of drop off / pick up. Parents should not use the small
loop to facilitate student pick up / exit to the driveway. All
traffic will be directed around the large loop.
Children may only alight from / get into vehicles within the
designated drop off / pick up zones (yellow painted areas
are marked near the Library and undercover area – please
do not park over these). NB: Please avoid dropping off /
picking up your children near the Year 5 area on the ring
road.
Wherever possible, please keep school bags inside the
car for easy access. Students should not access their
school bags from the boot of the car without adult
supervision - instead, they should wait for the duty teacher/s
to assist them if necessary. As it is dangerous for children
and adults to be situated between two cars at any time,
especially when engines are running, it is best to avoid this
situation.
The traffic flow works best when parents arrive after
students have finished classes at the end of the day (on
or after 3.00pm). This simple measure avoids long queues
forming which then cause congestion both on and off
campus. Please see below for further details.

HOSCA students are collected from the area outside of
Administration in the afternoons - Kindy / Pre-primary
students will remain in this area with the Pre-primary
Teacher while the Kindy Teacher assists with supervision.

In most circumstances, parents are asked to remain in
their vehicles at all times in the drop off / pick up zone staff will assist students with their bags where necessary.

Parents who have to exit vehicles to strap their children in
are requested to park in a marked bay rather than use the
drop off / pick up loops.

Where possible, students should only get out of / into the
car on the near side of the pick-up point - so that duty
teachers can easily see / supervise their movement.

REMINDERS…
Any use of Mobile Phones whilst in a vehicle, should be
as per guidelines prescribed by Department of Transport.

The speed limit on campus is 10km/h.
Do a loop - if your child is not at the pick-up area when you
arrive in one of the designated zones, please continue to
drive and do a loop around to re-join the pick-up line as a
courtesy to other parents.
Year 1-5 students are required to be picked up from the
senior pick up area (undercover area and adjacent to the
Library - entry via Gate 1) where children will remain seated
until guided into a vehicle by staff or collected directly from
the seated area by parents who have parked.

Be conscious of stopping distances between vehicles ensuring plenty of space is maintained between vehicles.

Students not collected by 3.20pm are to be collected
from Administration.
Due to safety and duty of care matters, please do not park
your vehicle on pathways or land that forms the external
perimeter of our campus.
Our small oval is utilised as a parking option in Terms One
and Four and for special occasions such as assemblies. At
the commencement of 2021, the use of the large oval for
parking each morning during the first two weeks of school is
also permitted.

Turn off engines and apply handbrake if waiting in the
queue (i.e. where the line is not moving on early arrival).

Pedestrians to use marked crosswalks and pathways
when on school grounds.

Please look for pedestrians and other road users when entering / exiting the College.

Afternoon Pick-Up Timing Arrangements

Kindy

Year Groups

Gate 4 (pick-up near Administration)

Location

Pre-primary
Years 1 and 2
Years 3 and 4
Year 5
Combination of year groups
(e.g. siblings in Year 1 and Year 3)

Gate 4 (pick-up near Administration)
Gate 1 (pick-up near Library)
Gate 1 (pick-up near Library)
Gate 1 (pick-up near Library)

Time
2.40pm (after the first two weeks of
term)
2.50pm
3.00pm
3.10pm
3.15pm

Gate 1 (pick-up near Library)

3.15pm
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