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Principal‟s Address 

 

Dear Parents, 

Welcome to the St Mark‟s School community.  The purpose of this introductory 

Parent Handbook is to provide you with a comprehensive overview of the aspects 

of school life, and the policies and procedures with which you will need to be 

familiar, whilst your child is a student at St Mark‟s.   

A complete outline of everything you need to know about St Mark‟s can be found 

on our website, and I encourage you to take the time to become familiar with its 

contents.  In this way we can work together in partnership, continuing the Vision 

and Mission of the Church, so that we may all Discover, Achieve, Become as we 

strive to live the Gospel. 

  

        Mrs Margaret Sargisson 

        Principal 
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School Prayer 

 

 Loving God be with us today as we gather in your name. 

 Open our ears to hear your voice in the people we meet. 

 Open our eyes to see the needs of those around us. 

 Open our hands to help others and to do our work well. 

 Open our lips to bring laughter and kind words to each other. 

 Open our minds to learn about you and our world. 

 Open our hearts to love You, just as You love us. 

 May the spirit of St Mark walk gently with us today. 

      Amen. 
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School Song                  ‘Live the Gospel’ 

  Living in faith, we gather in your name. 

Living in hope, we learn about our world. 

 Living in love, we reach out to one another. 

  With our ears and eyes, and hands and lips, 

   And minds and hearts, we live the Gospel. 

        Open our ears to hear your voice, 

       Open our eyes to see, 

      Open our hands to help, 

           And to be all that we can be. 

       Open our lips to speak kind words, 

    Open our minds to learn, 

       Open our hearts to feel your love, 

    And to love you in return.   

Mission Statement 

With Christ as our model, St Mark‟s Primary School works together with our Parish, 

parents and teachers to provide and celebrate Catholic Education for all students. 

School Motto 

As a faith-filled community, our school motto is LIVE THE GOSPEL.  This motto 

underpins our School Vision. 

Vision Statement:  Living the Gospel we DISCOVER – ACHIEVE – BECOME 

At St Mark‟s we seek to lead each student to:    

DISCOVER –  More about themselves, their relationships with others, their world,                        

           their Catholic faith tradition, and their God. 

ACHIEVE –  Their full potential; personally, spiritually, academically and           

  intellectually. 

BECOME –  Empowered, lifelong learners. 
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About St Mark‟s 

Established in 1889, St Mark‟s enjoys a close relationship with the Parish of St Mark‟s and 

draws most of its students from the Parish community of Drummoyne and the Canada Bay 

area.  Together we form a faith community centred on the Eucharist. 

St Mark‟s is noted for being a welcoming community and parents are welcomed and 

encouraged to play an active part in the education of their children.  Avenues for parent 

involvement include assistance with reading and other classroom activities, accompanying 

classes on excursions and participation in St Mark‟s Masses.  One very significant 

representative group is our Parents‟ and Friends‟ Association which works closely with the 

Principal to support families and students. 

The school population is approximately 340 students, from a variety of backgrounds and 

nationalities, with 55% coming from non-English speaking backgrounds. 

St Mark‟s is committed to developing the whole child and offers a number of specialist 

programs to support and enhance learning. These include: 

 Physical Education 

 Dance 

 Music 

 Visual Arts 

 Italian 

 Reading Recovery 

 Special Education 

 Gifted and Talented Education 

 Martial Arts 

As part of our extension program, a yearly camp is held for students in Years 5 and 6. We 

are fortunate to share the South Street play area with Drummoyne Public School.  This 

supervised play space is available to students in Years 2 - 6 at lunchtime each day. 

2015 Term Dates 

Term 1  27th January – Term 1 starts; Staff Development Day 

 28th January – Term 1 starts; Years 1-6 students return 

 29th January – Term 1 starts; Kindergarten  

 2nd April – Term 1 ends, all staff and students 

Term 2  20th April – Term 2 starts, all staff and students 

 25th April – ANZAC Day public holiday 

 8th June – Queen‟s Birthday public holiday 

 24th June – Term 2 ends for students 

 25th & 26th June – Staff Development Days 

Term 3  13th July – Term 3 starts, all staff and students 

 18th September – Term 3 ends, all staff and students 

Term 4  6th October – Term 4 starts, all staff and students 

 16th December – Term 4 ends for students 

 17th & 18th December – Staff Development Days 
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A System of Catholic Schools 

St Mark‟s is part of a school system that operates under the guidance of the Sydney 

Archdiocesan Catholic Schools Board and the Catholic Education Office.  These 

bodies operate on behalf of Archbishop Anthony Fisher. 

The Catholic School 

The Sydney Archdiocesan Catholic School Board‟s Vision for the Catholic School is 

built on four basic assumptions.  As partners in Catholic education, we commit 

ourselves to developing authentic Catholic schools which: 

 Are founded on the person of Jesus Christ and enlivened by the Gospel. 

 Highlight the relevance of our faith to life and contemporary culture. 

 Are embedded within the community of believers, and share in the 

evangelising mission of the Church. 

 Are committed to the development of the whole person. 

 

Spiritual Life of the School 

At the heart of life at St Mark‟s is our Catholic identity, reflected in our devotion 

to prayer, our liturgical celebrations and in our relationships with each other, as 

we strive to live out the Gospel values.  Our integrated approach to Religious 

Education from Kindergarten through to Year 6 is based on the „To Know, Worship 

and Love‟ text book series designed by the Catholic Education Office as an integral 

part of the Religious Education Curriculum across the Archdiocese of Sydney.  We 

encourage parents to familiarise yourselves with these texts, so that what is being 

taught at school can be reinforced in the home. 

Parent involvement is encouraged at St Mark‟s to enrich our Catholic community.  

Children have the opportunity to celebrate liturgies with their families at many 

events in the liturgical year as well as significant events in the life of the school. 

Family Masses are celebrated for every year group as well as our annual Mothers‟ 

and Fathers‟ Day Liturgies.  Students participate in the Sacraments as they 

continue their education at St Mark‟s.  Year 2 students partake in the Sacrament of 

Reconciliation, they celebrate their First Holy Communion in Year 3, and continue 

their religious journey in Year 6 with the Sacrament of Confirmation.  
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School Leadership 

The School Leadership Team is made up of the Principal, the Assistant Principal, 

the Religious Education Coordinator and a Coordinator, each playing an important 

role in the leadership of the school. 

The Leadership Team is responsible for the religious and educational leadership of 

the school, including setting the overall direction for the provision of the effective 

care and education of all students.  This is carried out through facilitation of their 

spiritual, social, intellectual and personal development within resource and 

funding constraints.  This leadership and direction is consistent with the: 

 Archdiocesan Vision and Mission Statement for Catholic Schools. 

 Priorities contained in the Sydney Catholic Schools, „Building on Strength‟. 

Student Leadership 

In line with our Vision at St Mark's, children in Years 3 - 6 are given opportunities 
to use their gifts and talents in leadership roles.   
 

In Year 6 all children share leadership through their membership in the Student 
Representative Council, Social Justice, Liturgy, Sports or Environmental 
Committees.   

 
Children from Years 3, 4 and 5 are also elected by their peers to represent their 
own and an Infants' class on the Student Representative Council.  Student School 
Leaders at St Mark's strive to demonstrate the following: 

 Active participation in the life of the School Community. 
 Respect for themselves and for others at all times. 

Process of Student Leadership Development 

By the end of Year 5 students will: 

 Participate in a Leadership Day with an external 
facilitator. 

 Be trained in the principles of Restorative Practice. 
 Participate in a Reflection Morning where they identify the characteristics 

of a leader and leadership roles are explained by the School Principal. 

Selection Process for School Captains and Vice Captains 

 Students complete a nomination form for the Leadership Role for which they 
wish to be considered. 
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 They prepare and deliver a 2 minute speech to their peers in fourth term on 
the topic "Leadership at St Mark's.” 

 The students and staff vote, the results are collated, and leaders are 
selected based on their speeches and how they have shown leadership over 
time. 

Election of House Colour Leaders 

 Year 5 students who wish to be nominated for a Leadership Role deliver a 
speech to their Colour House. 

 All students continuing at St Mark's the following year vote for their 
preferred candidate. 

 Year 4 students who wish to stand for election for a vice-captain role 
nominate themselves and the members of the House vote. 

The Final Process 

 All the names of the elected leaders are put forward to staff and best 
possible positions for the students are identified. 

 Staff members base their decision on assessment of the qualities of the 
students and align it with the most suitable leadership role. 

 The final decision is made by school staff, taking into account the outcomes 
of the students' voting process and our professional knowledge of the 
students in the school setting. 

Restorative Practice 

In 2014 St Mark's launched the Restorative Practice program. The aim of the 
program focuses on making friends and caring for them.  The aim is to: 

 Repair the harm done to individuals and relationships after a conflict. 
 Provide strategies for social and emotional learning. 
 Offer wrongdoing as an opportunity to learn. 
 Build and maintain strong and nurturing relationships. 

At St Mark's the Restorative Practice philosophy focuses 
on: 

 Compassion 
 Forgiveness 
 Hope 

A group of Mentors from years 3-6 is present on the playground every recess and 
lunch to help their fellow students develop and maintain healthy relationships. 
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General School Information 

Animals in School 
 
In accordance with Education Act 1990, animals or pets are not permitted on school 

property unless they are part of a lesson. 

Dogs on School Property 

 
The legislation about dogs on school property is explicit and is found in the Companion 

Animals Act 1998.  The relevant parts of S14 “dogs prohibited in some public places” are 

reproduced below: 

1) Dogs are prohibited in the following places (whether or not they are leashed or 

otherwise controlled): 

(e) School grounds (meaning any property occupied or used for purpose 

connected with the conduct of a government school or non-government 

school under the Education Act 1990 other than any property used for 

residence). 

2) If a dog is in a place where dogs are prohibited under this section: 

(a) The owner of the dog, or 

(b) If the owner is not present at the time of the offence and another person 

who is of or above the age of 16 years is in charge of the dog at that time – 

that other person is guilty of an offence. 

Please ensure that dogs are not brought on to school premises. 

Assessment and Reporting 
 
The staff at St Mark‟s believe that all learning is a partnership between the student, 

parents and the teacher. Communication with parents about your child‟s progress is 

offered at information evenings, in reports and formal and informal interviews. 

Assessments 

 
All assessments are done in class.  Assessments are graded/marked according to the grade 

the child is in. 

Awards 

Teacher awards are presented to two children from each class on a weekly basis during 

the Monday afternoon assembly.  The students‟ names are then printed in the school 

Newsletter. Principal awards recognise the on-going achievements of students across a 

range of endeavours. 
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Grading A-E 

 
Students in Kindergarten are not graded with the A-E grading system. Grading A-E is 

measurable against the Year group and not the stage. 

By the end of the year, the student is expected to have made progress since the last 

report. If they have made this progress, they will still get the same grade as they did for 

the mid-semester report. If they have not been progressing then their grade might drop. 

Alternatively, if they have made exceptional progress they may get a higher grade. 

Students‟ workbooks are sent home each term so that parents have a clear understanding 

of the student‟s day to day learning.  Reports are sent home in June and December. 

Parent / Teacher Interviews – Beginning of Year 

 
Early in Term 1, parent teacher interviews take place, so that teachers can introduce 

themselves, gather information about your child, discuss relevant classroom procedures 

and hand out the curriculum overview for the term. A questionnaire is sent home 

approximately a week before the interviews so parents can provide written feedback 

about your child. An online system is used to arrange interview times and details relating 

to booking your interview will be outlined in the school newsletter. 

There will be an opportunity for Kindergarten parents to attend an information evening, 

rather than formal individual interviews at the beginning of the year. 

Parent / Teacher Interviews – Mid-year 

 
Student progress conferences take place mid-year. These are formal interviews to 

communicate information about various aspects of students‟ development such as 

academic progress, social and personal development. They also provide the opportunity 

for parents to communicate with the class teacher about their child. Parents of Years 3-6 

students are given the opportunity to have a 3-Way Conference (parents, child and 

teacher). An online system is used for parents to arrange interview times. If a teacher is 

concerned about your child‟s progress at any time during the year, you will be invited to 

come and discuss the problem. Likewise, you are welcome to meet with your child‟s 

teacher at any time, but an appointment is essential and should be arranged in writing 

or by telephoning the school office.  The class teacher is always the first person to see if 

you have a classroom concern.  She/he will always be available to listen to your concerns 

and act on them when appropriate. Class teachers are not available for interviews during 

class time or while they are on playground or bus duty.  Teachers have a duty of care to 

the children in these situations, with pastoral and legal implications. 

Attendance 
 
Regular attendance at school is compulsory for all children aged 6 and above, as governed 

by the NSW Government and the Catholic Education Commission of NSW.  Schools, in 

partnership with parents, are responsible for promoting the regular attendance of 

students. The full guideline for school attendance provided by the Catholic Education 

Office can be found at: Compulsory School Attendance 

https://0b2b5746-a-9516f2f5-s-sites.googlegroups.com/a/syd.catholic.edu.au/stmdrummoyne/broc-attend-parent.pdf?attachauth=ANoY7coE47QZwirGIiIJE0RmOd4eVYePVpCJbSPZwKawqoS9gK__CDzBWN8JUjCG7-bkV-uKENy5FQ8J67r2SlBIS9gPVeSwprrGFn9i-fQIt5bG6KrUAyE3mIjks6B9ZntTpy_mCMwaGmQivd13VME04inz9TZJtKmujGttm2EGPS7UeykCu-_MoM26YGNqLTh2eoajPZfL_ljR0YCW_ttRhW9yZ_FaiRQduWTDBP4dP2g5hHYNzyU%3D&attredirects=0
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Absences 

 
An explanation of any student absence from school needs to be advised in writing to the 

school within 7 days of the student‟s return.  The Principal can request medical 

certificates or other documentation to support frequent or prolonged sick leave requests. 

Exemption from Attendance at School 

 
If you consider it in your child‟s best interest to be exempted from the legal requirement 

to attend school for leave of 3-50 days, you must apply to the Principal for an exemption.  

A copy of this form is available on the St Mark‟s Parent Website under the Related Links 

tab at: www.stmdrummoyne_for parents 

It is not automatic that a request for exemption will be granted and parents are therefore 

urged to apply for exemption prior to booking any holiday plans during term time.  The 

Principal will consider your application and decide whether to grant a „Certificate of 

Exemption.‟  

An exemption can only be granted prior to the leave being taken, not retrospectively, and 

students without processing an exemption must be recorded as „absent without leave or 

with insufficient reason‟ as stipulated by the Catholic Education Commission legislation.  

For absences of over 50 school days, an application for exemption can only be granted by 

the Executive Director of Catholic Education, Sydney.  The full outline of Attendance 

Legislation can be found online at: www.cecguidelineforstudentattendance 

Late and Early Leave Registers 

 
Punctuality: A role of the school is to promote in children attitudes and habits associated 

with responsible citizenship.  Punctuality is one such habit.  Lateness in arriving at school 

means a poor start to the day and disrupts the class, teacher and lesson. We seek the 

support of all parents in ensuring their child arrives at school by 8.50 a.m. in time for the 

first bell. Arrival after this point is marked as Late, and parents are required to sign your 

children in at the School Office.   

Early Leave: No child is permitted to leave the school grounds during school hours unless 

collected by a parent or other authorised person.  In the case of children leaving early to 

attend medical or dental appointments, a form needs to be filled in at the school 

office noting date, time and purpose of the appointment and handed to the Office. The 

child/children will then be called to the Office.  Parents are requested to make medical 

or dental appointments outside school hours where possible, rather than disrupt your 

child's school routine.   

Supervision                                                                                                            

 

The school day begins at 8.50am and concludes at 3.15pm on Mondays to Fridays.  The 
school grounds are open to students from 8.30am each morning and remain open to 
students until 3.30pm each afternoon. Students do not leave the school grounds once they 
have entered the school gates.   

https://sites.google.com/a/syd.catholic.edu.au/stmdrummoyne/for-parents-1
http://www.cecnsw.catholic.edu.au/images/G_1%20Student%20Attendance%20in%20NSW%20Catholic%20Systemic%20Schools_Procedures.pdf
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Children who catch buses from Drummoyne Public School will be supervised walking to the 

bus stop, and the teacher on duty will remain until the last child has caught their 

respective buses. At all times outside school hours, before 8.30am and after 3.30pm on 

Mondays to Fridays, during weekends and holidays, the school grounds and buildings are 

out of bounds.  

It is therefore the case, while normal supervision of students by the school will be 

undertaken between 8.30am and 3.30pm on Mondays to Fridays, no supervision will be 

provided other than between those hours and no responsibility will be taken by the school 

for any consequence of the activities of students outside those hours.  This is of particular 

importance when students stay back for after school activities – dance, netball, martial 

arts etc. 

Would you please assist the school, in the interest of the students, by ensuring that your 

child does not attend or remain in the precincts of the school outside the hours of 8.30 am 

to 3.30pm without adult supervision.  If any parent or guardian has difficulty in ensuring 

that your child does not attend school until 8.30am and/or ensuring that your child leaves 

school by 3.30pm, you should contact the school in order to discuss what special 

arrangements might be made for that child. 

The school will not be responsible for supervising or caring for students outside the school 

premises unless the students are engaged in a school sponsored activity, for example an 

excursion or a sporting event.  The school will not be responsible for supervising or caring 

for students on their journey to and from the school.  In particular, the school will not be 

responsible for supervising students at bus stops on their way to school. Each student‟s 

journey to and from school is the responsibility of parents and / or guardians.  Special 

arrangements will be made if the need arises in relation to authorised school activities 

that require the attendance of students at the school outside these hours. 

After School Supervision 

 
At the end of each school day, the Kindergarten, Year One and Two class teachers will 

escort their class to either the front or back of the school.  

Kindergarten and Year One: Teachers will bring their classes to the front of the school 

and the children are to remain with their teachers until parents or carers come to collect 

them.   Year Two leave by the back stairwell. 

After School Pick Up - known as 2P: Children being collected from Tranmere Street are 

to meet the supervising teacher on the grass in the front of the Presbytery. Kindergarten 

children do not use 2P until Term 2. 

                            *****There is no 2P in wet weather**** 

All children except bus and After School Pick Up children are to remain inside the school 

grounds until collected by a parent or guardian. 

Once your child has been collected, the child is in your care. It is your responsibility to 

ensure that your children are behaving safely for their sake and the sake of others.  The 

children are not allowed to climb the trees or to climb on the fence or to play with any 



 

 
17 

 

balls, particularly at the front of the school.  In the interests of safety we would request 

that once collected, the children remain with you until you leave the school premises. 

One teacher will remain on the playground at the back of the school and one teacher at 

the front of the school until 3.30pm.  All children who have not been collected by 3.30pm 

will be brought inside to wait in the corridor near the office until their parents or carers 

arrive to collect them. 

Adequate supervision of pupils is an important and demanding task of the school.  While 

the child is at school, the Principal and staff assume a custodial role.  

The following rules and procedures apply: 

Teachers are rostered to supervise children from 8.30am in the school playground as well 

as at recess and lunch times. 

 The school accepts no responsibility for accidents before 8.30am or after 3.30pm. 

 Children are not permitted to be in the school building unless supervised by a 
teacher. 

When it is raining during recess and lunch times, children will remain in the classroom 

under teacher supervision. 

Before and After School Care 

A before and after school care facility operates between two sites at Drummoyne Public 

School and St Mark‟s five days a week for children from Kindergarten to Year Six.  Camp 

Australia coordinates this service and can be contacted on 0423 795 383 or 1300 105 343.  

Their website is: http://www.campaustralia.com.au/ 

Birthday Treats 

All students want to celebrate their birthday with their class mates and the school 

supports this. However, we encourage you to think of a treat that doesn‟t always focus on 

high sugar components full of colouring, additives and flavour. If you wish to have a cake, 

this would need to be in the form of cupcakes.  

***We do not have facilities to keep large cakes or store ice creams***  

Please be mindful of students who may have food allergies, when deciding on how to 

celebrate your child‟s birthday. 

Bus Travel 

All children from Kindergarten, Year One and Two are entitled to free bus travel to and 

from school. Children in Years Three to Six who live more than 1.6 kilometres in a circle 

around the school also receive free travel.  Bus passes are issued to all eligible children 

on application and must be carried at all times and produced on request.  The bus 

company can withdraw the pass in cases of misbehaviour.  The school Principal may also 

withdraw bus passes for this reason. Application forms for bus travel can be obtained from 

the school office. 

http://www.campaustralia.com.au/
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Child Protection 

It is essential that appropriate care and protection structures exist within our Catholic 

School System to enable us to provide the safest possible environment for our students. As 

workers and helpers within our schools you must be aware of your shared responsibility in 

this regard and demonstrate your commitment by meeting the legal obligations 

surrounding the care and protection of children and young people.  

Government legislation changed in 2013 with the introduction of the „Working with 

Children Check‟ by the Child Protection Working with Children Act 2012.  Paid staff 

members must be screened for offences and when cleared are provided with a clearance 

number which is valid for 5 years. 

Volunteers play a critical role in a child‟s education and overall development, and St. 

Mark‟s highly values the time, energy and skills that our parent volunteers bring to the 

community.  Under the new legislation, we are required to obtain a disclosure from all 

volunteers which needs to be updated on an annual basis.  The form is available from the 

school office, and all volunteers are required to sign in and out of the school and wear an 

easily identifiable Visitor Pass.    

Children‟s Safety        

Children should be alerted to safe ways to travel to and from school, for example; follow a 

familiar route; travel with others; don't stop off to play alone in parks or lanes; avoid 

walking through car parks; always go straight home before going off to play and know the 

location of nearby safe areas.  The school strongly urges the support of parents in this 

most important task.                                                                                                       

******At no time are cars to enter the school grounds during school hours****** 

Sun Policy                                                    

 
St Mark‟s has a sun policy requiring each child to wear a school hat at all times when 

outdoors. This means daily at all recess and lunch times, on excursions, visiting the local 

park, Physical Education lessons etc.  The rule is “No school hat no play, and sit in a 

designated shaded area”.  When children are in the sun for any length of time, such as 

sports days or swimming carnivals, they are expected to also use sunscreen. 

Traffic Issues 

Parents are required by law to obey all traffic signs related to parking outside the school.  

Essentially these regulations are in place for the safety of the children so we implore you 

to obey them. “NO STOPPING” means that in the area in the direction of the arrow you 

must not stop your vehicle at any point on the road or kerb, unless there is a medical or 

other emergency.  Parents are not to stop in the driveway or on the pedestrian crossing.  

***After School Pick Up; 2P - means you cannot leave your vehicle to collect your child 

from class.  You must remain in your vehicle and move on after two minutes*** 

Traffic and parking is a major issue for our community. Your support is essential and 

appreciated. 
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Curriculum 

The St Mark‟s Curriculum includes instruction in Religious Education and in the six Key 

Learning Areas designated by the New South Wales Board of Studies.  The Key Learning 

Areas are English, Mathematics, Human Society and Its Environment, Science and 

Technology, Personal Development Health and Physical Education, and Creative and 

Performing Arts. 

Curriculum Outlines 

At the beginning of each term an outline of the individual class curriculum (in terms of the 

outcomes to be addressed) for each Key Learning Area that your child will be studying is 

sent home and available on the school website. If you have any questions relating to the 

curriculum please make an appointment with the class teacher. 

Information and Communication Technology (ICT) 

Information and Communication Technology is an integral feature of learning at St Mark‟s 

and plays a significant role in the students' development as learners in the 21st century.  

In Years K-2 the children work with iPads.  In Years 3-6 the children have access to dual 

platform devices, both laptops and iPads, which they can use for accessing digital 

resources and creating their own content. All students have access to Smartboard 

Technology and peripheral devices such as class cameras etc. Embedded in all the 

children‟s lessons are the requirements for digital citizenship.  

St Mark‟s believes in developing students‟ ICT skills through exposure to a wide range of 

technology. With these facilities on offer, our children can become confident in the digital 

world as they utilise and develop their skills for use in the future.  Permission forms for 

access and Acceptable Usage of eLearning Platforms, and for Use of Digital Images are 

distributed early in Term 1.  (Please see Appendix E and F for 2014 requirements, 2015 

details pending from CEO.) 

Excursions 
 
School excursions are planned by staff to support the children‟s learning.  Each excursion 

assists in the achievement of educational outcomes, which are found in the various 

syllabus documents. 

The cost of excursions is kept as low as possible and no child will be denied the 

opportunity to attend an excursion purely for financial reasons. 

Parents will be advised by letter about the date, purpose, and cost of each excursion at 

least three weeks prior to the excursion.  Permission slips for each child will need to be 

collected by the teacher before the children can be taken on the excursion.  For planning 

and costing purposes it is important for parents to advise the school as early as possible if 

any child is unable to attend an excursion. It is anticipated that all children will attend 

each scheduled excursion.  Preparation for the excursion and follow-up activities in the 

classroom form an important part of each child‟s learning. 
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Teachers often need to request assistance from parents for the adequate supervision of 

students on an excursion.  The classroom teacher is ultimately responsible for all the 

children on the excursion and will be responsible for selecting the parents who assist 

on the excursion. Toddlers will not be allowed to attend school excursions.  

When parents are assisting teachers with the supervision of small groups of children while 

on an excursion their own child will be placed in another group. 

Parents need to have completed the appropriate Child Protection Volunteer Form to 
be eligible to assist on excursions.  

Family Support 
 
Many agencies are available to support families and offer a variety of services.  Some are 

listed below.  If further assistance is needed, please contact the school. 

Catholic Care;  

 Family Services     (02) 9390 5366 

 Children and Youth Services              (02) 9590 1111 

 Ageing Services      (02) 8778 4222 

 Disability Services     (02) 9612 3444 

Croydon Health Centre; 

24 Liverpool Road, Croydon 2139       (02) 9378 1100 

Services include Child, Adolescent and Family Health, Child and Adult Dental, Early 
Childhood. 

Parish Programs/Services; 

Contact the Presbytery for more information  (02) 9181 1795 

Website:  www.stmarksdrummoyne.org.au  

Financial Information 

Class Resource Fees 

 
A fee of $130 per child per year is charged to provide classroom resources.  Income from 

this fee is used to purchase stationery items such as cardboard, art and craft material, 

exercise books, handwriting books, whiteboard markers, paper for photocopying, art 

paper, and diaries for Kindergarten to Year Six. We also purchase first aid supplies from 

this fee. 

Collection of Money 

 
Fees can be directly paid to the office by cheque, cash, credit card or BPAY. We would 
advise that you do not leave children with the responsibility of carrying large amounts of 
cash.  Charges for excursions and special events will be included on school fee accounts 
where possible.  However, if this is not possible due to a time factor, money can be sent 
in an envelope to school with your child.  

http://www.stmarksdrummoyne,org.au/
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Curriculum Resource Fee 

 
This fee enables us to purchase curriculum materials for each Key Learning Area: Religious 
Education, English, Maths, Science and Technology, Human Society and Its Environment, 
Creative and Practical Arts, Personal Development and Health and Physical Education.   
Each Key Learning Area is monitored by a class teacher who has responsibility for 
determining what resources are needed and, in consultation with staff, orders 
recommended resources.  A budget amount is allocated to each Key Learning Area 
depending on need and the priority given to that area for the year.         

From this levy we purchase things like class reading material, home reading material, 
group sets of books for class use, audio visual material, teacher resource books, teaching 
kits, posters, sports equipment, technology, software, software site licences, maths 
equipment etc. 

Information Communication Technology Fee 

 
This levy is to cover costs of IT support, maintenance, infrastructure and a three year plan 
for the on-going replacement of existing hardware.  The school has a program to ensure 
the school is able to support the purchase of new technologies in a timely manner. 

Italian Fees 

 

These fees form a part-payment of an Italian teacher‟s salary for every class from Years 3-
6.  The Catholic Education Office and COASIT pay the balance.  Parents are only paying a 
small percentage of the total cost of this program. This program is currently under review 
due to the costs of running this program and lack of available teachers.  

Levies 

 

Building Levy; In the case of families with children attending more than one systemic 
school the building levy will be billed on a pro rata basis to ease the financial burden. 

Cleaning and Maintenance Levy; These levies cover the costs associated with cleaning, 
repairs and maintenance of St Mark‟s school facilities and grounds and are charged on a 
per family basis. 

Parish Levy; The Parish Levy is similarly a per family charge and St Mark‟s Primary School 

collect this on behalf of the Parish to cover the costs associated with the loan for the 

school. 

School Fees_(Appendix G: Full breakdown of fees available in online Handbook once published by CEO) 

 
Tuition fees are charged by the Catholic Education Office and are standard across all 

Systemic Catholic Schools in the ArchDiocese. The annual fees are divided into payments 

made over three terms and there is a sibling reduction from the first to the third child for 

children attending Catholic Systemic Schools.  If you have more than three children 

attending Catholic Systemic Schools, the fourth and subsequent children are not charged 

any system fees. It should be noted that the Tuition Fees include a component to provide 

each child with insurance cover through Catholic Church Insurances Ltd. This cover is for 

school activities only, i.e. during school hours and other approved school activities such as 

school camps, school sports (including sports out of school hours as long as they are 

organised by the school), work experience, and travelling to and from school.  
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Food  
 

When children bring their recess and lunch to school, please make sure that it is in a 
container with their name clearly marked on the outside. It would be advisable to make 
sure the amount of food you give your child is appropriate to their appetite.  Children are 
to take home any uneaten food. 

Students are not permitted to bring nuts or any nut products to school as some students 
have severe nut-related allergies, and we strongly request that you support us in regards 
to this matter.  We are unable to monitor all products that have nuts in them, but peanut 
butter and Nutella present a particular problem due to their sticky nature and the 
likelihood that it can remain on the skin for a long period of time. Unknowingly, contact 
could be made with any of our children who have allergies to nuts and the situation could 
rapidly become life threatening.  Seeking your support to limit products containing nuts is 
a significant attempt to avoid this situation. 

Some students have allergies to other foods/ingredients. Please inform the office and the 
class teacher at the beginning of each year if your child has any food allergies. If 
medication is required for your child, please complete the necessary Student Medication 
Permission Form at the school office, and provide an Anaphylaxis Action Plan from your 
child‟s doctor as outlined in the „Health Issues‟ information below. 

Fund Raising 
 

As St Mark‟s is a systemic school it relies on fundraising for much needed extra equipment.  
The Parents‟ and Friends‟ Association provide enormous support and energy towards this.  
All parents are warmly invited to be a part of the fundraising efforts of the school 
community. 

Health Information 

Anaphylaxis and Asthma 

 
Anaphylaxis is the most severe form of allergic reaction and is potentially life threatening.  
All students with significant health related issues, particularly Anaphylaxis and Asthma, or 
who require daily medication are to provide the school with an Action Plan signed by their 
doctor.  The Plan must include a recent photo of the child and needs to be updated 
regularly.  This information is used in a Student Medical Report for staff in order to 
identify all children with significant health requirements in the case of an emergency. 

Head Lice 

Periodically the presence of head lice is found on individual children.  Head lice enjoy 

both clean and not-so-clean hair.  If lice or nits are found, parents are contacted and 

information is provided to help treat the problem.  Head lice should be treated quickly to 

prevent them from spreading.  Children must not attend school if lice or nits are present 

in their hair.  It is advisable that parents regularly check your children's hair and report 

any infestation to the school.   

Useful information can be found on the following website; www.health.nsw.gov.au. 
 
 

http://www.health.nsw.gov.au/


 

 
23 

 

Illness and Medication 

 

Regular attendance is most important during your child‟s first years at school as it 
maintains continuity of learning experiences and helps social adjustment.  However, home 
is the place for a sick child.  If in any doubt about your children‟s health it is wise to keep 
them at home. If a child becomes ill at school, parents are contacted and asked to come 
and collect them. 

Some children attending school require medication to control illnesses such as asthma, 
epilepsy and conditions relating to behaviour management. The children's continued 
attendance at school is dependent on this therapy.  Under these circumstances the school 
may administer medication once parents have completed the Student Medication 
Permission form available from the school office. No medication will be administered 
without this form. All medication is to be in the prescribed container (no loose tablets 
in plastic sandwich bags) with child’s name and class on it.  

An alternative is for parents to come to school to administer the medication themselves.  
If medication is required for such things as flu or gastric upset it is advisable that the child 
be kept home until the course of medication has been completed. 

Under no circumstances should children be in possession of, or administer, their own 
medication at school.  An exception may be made for older children with asthma who are 
able to administer their own Ventolin puffers after consultation with the teacher. 

The Health Department publishes "Control Guidelines Information" for contagious diseases 
like Chicken Pox, Measles, Mumps, Ringworm etc. This information sets out the time the 
child is to be excluded from classes. Please notify the school if your child contracts an 
infectious disease. The Health Department information can be found at; 
http://www.health.nsw.gov.au/Infectious/Pages/default.aspx 

Keep your child at home if he or she has: 

 A temperature over 38.3C (101F) in the morning 

 A severe cold (fever/sneezing, nasal discharge) 

 Vomited or had loose bowel motions (diarrhoea) during the previous 24 hours 

 Conjunctivitis (until all discharge from the eyes has stopped) 

 Bronchitis 

 Unidentified rashes (unless cleared by a doctor) 

 Impetigo (infected sores also known as School Sores) 

 Head Lice or Scabies 

 Any contagious disease (Measles, Gastroenteritis, German Measles/Rubella, Mumps, 
Chicken Pox, Whooping Cough). 

Immunisation 

 

Before starting school, children are due for booster doses of the Sabine vaccine and the 
combined diphtheria tetanus vaccine. Children should also be immunised against measles, 
mumps and rubella.  An Immunisation Certificate must be obtained from your doctor or 
other immunising authority and given to the school, where it will be kept for the duration 
of your child's enrolment. Children not fully immunised will be excluded from school 
during any outbreaks of a disease for which he/she is not immunised.  This is a Health 
Department regulation, and no exceptions can be made. 

http://www.health.nsw.gov.au/Infectious/Pages/default.aspx
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Homework Policy 
 
At St Mark‟s we believe in the holistic education of children and our homework practices 
reflect this.  We acknowledge that our students participate in a variety of extra curricular 
activities. The academic, sporting, cultural, spiritual and social development of the 
children is encompassed in our homework practices. We encourage the collaboration of 
parents in ensuring homework is supervised, completed and signed. 
 
Homework activities reinforce work done in class. Homework is sent home in the form of a 
weekly matrix for all classes. The following are the most usual weekly activities, but the 
list is not exhaustive: 
 

 Reading 

 Spelling 

 Mathematics including „Mathletics‟ 

 Religious Education 

 Physical activity 

 Cultural activity 

 Home help/Life skills 

 Research 
 
An important aspect of homework is children developing good time management skills and 

assisting families in establishing routines that take into account family commitments.  As 

the children progress through their schooling their homework time commitment will 

increase.  Approximate times would be: ES1 and Stage 1: maximum 30 minutes per night; 

Stages 2 & 3:  maximum 45 minutes per night.  This time includes reading and Mathletics.  

Parents can help by: 

 Taking an active interest in your child‟s homework. 

 Setting aside a time each day for homework. 

 Setting aside a place for homework. 

 Signing completed homework. 

 Letting teachers know about any difficulties. 

 Advising teachers know about any circumstances at home which may influence 
homework completion. 

Library               

 

The Teacher / Librarian is in attendance four days per week. One of these days is 
dedicated to Technology. Children have class borrowing once a week.  For this purpose 
they need a cloth bag to transport library books to and from school.  Library bags are 
available for sale from the school office.  Children across Kindergarten to Year Six also 
have scheduled library lessons throughout the year. The library operates during lunch 
times when the librarian is available.   

St Mark‟s celebrates The Children‟s Book Council of Australia‟s annual Book Week with an 
array of activities to engage children in reading. The Library hosts the Book Fair, The 
Living Book, and all students are encouraged to dress up for the Book Week Parade.  In 
2015 Book Week will be celebrated from 24th-28th August and the theme will be „Books 
Light Up Our World.‟ 
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Lost Property 
 

Please ensure all items belonging to your children including clothing, lunch boxes, drink 
bottles etc. are clearly labelled so that they can be directed back to them if they are 
found. All unnamed clothing will automatically go into the second hand clothing pool. 

Mufti Days 
 

Mufti Days are days on which children wear clothes other than their school uniform.  These 
days are normally held as fundraisers, either before the School Fete or in connection with 
supporting charities.  Sufficient notice is always provided to ensure families are well 
informed regarding these days. Parents are requested to ensure that children‟s dress is 
suitable for school, i.e. closed in shoes, no inappropriate logos on shirts, hats etc. 

Parental Involvement 
 

The process of education is a partnership between home and school.  Parents at St 
Mark‟s are encouraged to be involved in every aspect of school life through the 
Parents‟ and Friends‟ Association or through involvement in classroom activities, 
MultiLit, Library and working bees. 

Parents are most welcome to help out in classrooms.  In doing so however, you accept the 
school policy that no child is to be discussed or comparisons made by parents as a 
consequence of what you see in the classroom or on any school activity.    

It is most important to understand that parents do not have the authority to approach a 
child in a disciplinary manner while on school grounds.  If there is an issue with a child 
your first action must be to speak to the teacher or Principal. 

We request that our parent volunteers attend a Volunteer Information Session held at the 
beginning of the school year. 

Parents’ and Friends’ Association 

 

The Parents‟ and Friends‟ Association is a group of voluntary parents who join together to 
promote a sense of community and support and assist the school in helping to meet the 
educational needs of the children. 

St Mark‟s is blessed to have an enthusiastic and active Parents‟ and Friends‟ Association 

which is an important part of our whole school community.  The Association is set up so 

parents may become more actively involved in the life of the school.  New members are 

most welcome and we look forward to seeing you at our meetings. 

Meetings are held in the Parish Hall twice a term at 7.30pm with the Annual General 
Meeting taking place in Term Four.   
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Permission Note – Brett Park and Local Area 
 
At the beginning of each year a letter will be sent home to parents requesting permission 
to walk to Brett Park and/or around the local area.   
 
*We request that you sign permission which will remain in effect for the 2015 school year* 
 
These excursions will then take place without further advance notice to parents. Having 
this permission allows the teachers to utilise the surrounding Park and facilities for sport, 
art, etc. Please read the permission note carefully before signing, the details that appear 
on the form are outlined in Appendix D. 

Privacy   
 
Catholic schools as governed by the Catholic Education Office, have always respected the 
rights of the individual to privacy and have tried to reflect this through policy and 
practice.  The information contained in a brochure given to parents is a brief overview, of 
some aspects of the new legislative requirements brought about by the Commonwealth 
Amendment (Private Sector) Act 2000.  This also applies to parents helping in classrooms.  
No child is to be discussed by parent helpers. 

Reading Recovery 
 
A trained Reading Recovery teacher implements Reading Recovery, an early intervention 
program which targets individual Year One children who are experiencing delay in their 
reading progress.  Reading Recovery operates each day in the resource room near the Year 
Two classrooms.  Children are on the Reading Recovery Program for a maximum of 16-18 
weeks. 

Release from Face-to-Face Teaching 
 
Executive staff in every school is provided with release from classroom teaching.  The 
amount of time given varies with the degree of responsibility.   
 
As part of the Award, each full-time classroom teacher is provided with release from face-
to-face for the equivalent of 120 minutes per week.  It is during these periods that 
students attend lessons like Physical Education, Music and Art. 
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Sacramental Program 
 
Sacramental preparation is organised by the Parish and is conducted in small groups after 
school with both parents and children.  
 
The Sacramental Program for the sacraments of First Reconciliation (Year Two), First Holy 
Communion (Year Three) and Confirmation (Year Six) is family based so that the entire 
family learns, shares and celebrates together and discovers a wonderful dynamic at work 
as family members grow in faith, love and communication.  Families meet in small groups 
to forge bonds with other families and strengthen the Parish community. These programs 
do not replace the Religious instruction given at St Mark‟s Primary School.  
 
The school supports the students‟ preparation for the Sacraments by following the 
Religious Education Curriculum.  The program for each Sacrament takes the form of: 
 

 A Parents only meeting and Parish enrolment ceremony. 
 

 Weekly meetings in small groups, attended by the candidate 
and parents. 

School Assembly 
 
A School Assembly is held each Monday afternoon at 2.45pm, one week an Infant Assembly 
(Years K-2), and the following week a Primary Assembly (Years 3-6). Whole School 
Assemblies occur on special occasions such as the beginning and end of term.   
 
The School Assembly timeline is outlined in fortnightly Newsletters, as well as entered in 
the Parent Calendar on the website. 

School Hours 
 
8.30am  Playground supervision commences 
 
8.50am  Assembly bell - children line up on playground 
 
8.55am  School commences 
 
11.15 – 11.45am Recess 
 
1.15 – 2.00pm  Lunch 
 
3.15pm  School dismissed 
 
3.15 – 3.30pm  After school supervision / 2P 
 
Following arrival at school students are not permitted to leave the grounds unless 
parent permission is obtained. 
 

 ******On the last day of each term school concludes at 3.00pm***** 
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School Newsletters 
 
St Mark's Primary School publishes weekly Newsletters which are emailed to existing 
students' parents on Fridays and are also available on the school website.  
 
There are two different Newsletters which rotate on a weekly basis, the St Mark's 
Newsletter and the Family and Faith Newsletter.   
 
The St Mark's Newsletter offers a broad overview of life at St Mark's, and includes an 
update from the Principal, student news and achievements, reviews and awards, upcoming 
events, creative arts, sports and library news and information.   
 
The Family and Faith Newsletter is prepared by the school's Family Educator, and as the 
name suggests, revolves around our journey in faith as members of a Catholic school 
community. 

School Photographs 
 
School photographs are taken each year. The dates for School Photos will be announced in 
the School Newsletter and there are opportunities for parents to receive photos of 
individual children, class groups and siblings at the school. 

Smoking 
 

Smoking is not permitted anywhere on the school premises. 

Social and Other Events 
 

Social events occur throughout the year and they are advertised in the school Newsletter.  

The following events occur annually: 

 Catholic Schools Week 

 School Fete 

 Book Week 

 Mothers‟ Day, Fathers‟ Day and Grandparents‟ Day. 

Special Needs 
 
St Mark‟s follows the CEO Guidelines for enrolment of students with Special Needs. 
Children have differing abilities and needs. St Mark‟s supports individual needs by 
providing a range of programs and facilities to meet the needs of each individual child, 
including a lift and disabled toilet. 
 
Additional services provided under the umbrella of Special Education include English as a 
Second Language, and Gifted Support. Selection for these initiatives is done in 
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consultation with CEO, outside agencies, the Principal and teachers. Individual 
Adjustments Plans are written for students requiring specific intervention. 

Sports at St Mark‟s 
 
Children participate in a number of sporting events throughout the year.  These may vary 
from year to year but usually include swimming, athletics, cross country and other 
invitational Carnivals and Gala Day events, for example, touch football, netball, soccer 
and OzTag.  
 
Parents are invited to assist in organising these events and information relating to each 
Carnival is published in the school newsletter. 
 
The school consists of four colour teams – green, blue, gold and red.  If your child is in 
Kindergarten, you will be notified early in the year of her/his colour team.  Where 
possible, children are usually placed in the colour team of their siblings. 

Staff Matters 

Staff Development Days 

 
Five times each year Staff Development Days are planned so that the staff has quality time 
for curriculum and spiritual development, including whole school planning.   
 

*****Students do not attend school on Staff Development Days***** 
 
The outline of Term dates on page 8 outlines the Staff Development days for 2015. 

Staff Meetings 

 
A staff briefing is held fortnightly on Wednesdays at 8.30am - 8.50am.  When teachers are 
at the briefing, all classrooms are locked and the office will not be attended until 8.40am.  
Parents and children are to remain outside on the playground and are not to visit any 
classrooms. Any office matters can be dealt with at the school office from 8.40am. 
 
Staff meetings are held on Wednesday afternoons from 3.30pm where the focus is planning 
and professional development. 

Student Validation Forms 

Pupil Details 

 
Pupil details need to be checked and updated every year.  A form will be sent home at the 
end of each year.  These forms must be promptly returned to the school.   

Change of Address, Phone Numbers, Contact Details and Medical Details 

 
Please notify the school secretary immediately if there is a change of address, email 
address, home phone number, mobile number, work phone number, emergency number, 
contacts and medical details so that, in case of accidents or any other emergency, we can 
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make immediate contact with you.  In the event of an accident, when a parent cannot be 
contacted, the child will be taken to a local medical centre or an ambulance called.  A 
member of staff will accompany the child to hospital. 
 

Student Wellbeing, Pastoral Care and Behaviour Management 
 
The aim of this Policy is to establish clear and consistent guidelines about student 
behaviour management, recognising that it is a complex area.  It has as its centre the 
needs of students and staff.  This policy will provide a whole-school approach to ensure 
that expectations are known, understood and accepted by the whole school community.  
Underpinning this is the need for all at St Mark‟s to feel safe in the school environment. 
 
St Mark‟s Vision Statement clearly places Christ as our centre and model and our 
expectations of the children reflect the values of the Gospel. 
As a learning community we are committed to making St Mark‟s a place where love, 
reconciliation and compassion are evident and where hope is not only dreamed about, but 
is real and practised. 
 
At St Mark‟s our Student Management policy serves: 

• To develop in our students an awareness of the presence of Christ in each 
person and to encourage them to behave in a way that reflects this 
awareness. 

• To develop a responsible attitude/self-discipline based on Gospel values. 
• To help students accept responsibility for their own behaviour. 
• To ensure the rights of self and others are respected.  
• To develop in the children a spirit of co-operation. 
• To ensure that the school environment is such that classroom and 

playground can run smoothly and safely. 
 

Seven Principles of Restorative Justice 

 
As outlined on page 2 of the Handbook, St Mark‟s believes in the Restorative Practice 
Philosophy of: 

 Compassion 
 Forgiveness 
 Hope 

Based on this Philosophy, St Mark‟s manage student conflict resolution using the Seven 
Principles of Restorative Justice; 

1. Foster awareness in the student of how others have been affected. 
2. Avoid scolding or lecturing.  This often results in the student reacting defensively 

and detracts from them noticing the feelings of others. 
3. Involve the student actively. Instead of simply doling out punishment which the 

student is expected to accept passively, in a Restorative intervention the student is 
asked to speak.  They face and listen to those who have been affected by their 
inappropriate behaviour.  They help decide how to repair the harm and make a 
commitment to this.  The student is held accountable for their actions. 

4. Accept ambiguity.  Often fault is unclear and people can agree to accept the 
ambiguous situation. 



 

 
31 

 

5. Separate the deed from the doer.  We can recognise a student‟s worth, their 
virtues and accomplishments while disapproving of their wrongdoing. 

6. See every serious instance of wrongdoing and conflict as an opportunity for 
learning.  Negative incidents can be used constructively to build empathy and a 
sense of community in the hope that there is a reduction of negative incidents in 
the future. 

7. Restorative Practices must be systemic, not situational.  Every attempt on an 
individual level to use these principles needs to be well supported by the broader 
system.  How can the system be transformed in ways likely to minimise the chance 
of further harm?               (Marist Youth Care – 2008) 

St Mark’s Position Statement on Bullying 

At St Mark‟s we believe that all students, parents and staff have the right to feel safe.  We 

also believe that all individuals are responsible for the consequences of their behaviour or 

actions. 

For the purpose of this statement, Bullying is defined as any behaviour, action, intent or 

comment, which causes another individual to feel threatened, unsafe or intimidated.  

Bullying is therefore not only a physical action but may sometimes manifest itself in things 

such as teasing and sarcasm.  This also includes the use of technology to make a student 

feel unsafe, demeaned or threatened (Cyber-bullying). 

Bullying is unacceptable and will not be tolerated under any circumstances.  Any 

individual found bullying will be called to account for their actions.  Parents will be 

notified when a child engages in bullying. This will be achieved through a phone 

conversation, a meeting in the office with the student and parents and in the case of 

continual misconduct, parents may be called to justify their child‟s continued enrolment 

in the school. 

Students are led to understand the consequences of their actions and to take responsibility 

for them so that true healing may begin.  They may be removed from class, the 

playground or a special event as the particular circumstance dictates.  In certain 

circumstances the student may require professional counselling.  Please see the St Mark‟s 

website under > Related Links for the full CEO and St Mark‟s Anti Bullying Policies. 

Telephone Policy 
 
Students will not be called to the office telephone except in emergencies. Due to the 
pressures on the School Office, telephone messages to students will not be received and 
delivered unless they are of a highly urgent nature.   

Communication with your child 

 
At St Mark‟s we fully understand that there will be last minute matters of urgency that 
require a change of plans, but to develop independence and memory, it would help if you 
could discuss the plans for the upcoming day with your children in the morning so that 
they know what is happening for the day.  This would hopefully reduce the volume of calls 
to the office and messages that need to be written out. We acknowledge that there are 
last minute changes in family situations and we allow for this but mostly a reminder in the 
morning or a note in your child‟s bag for them, will remind them what to do, especially for 
the afternoon. 
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Communication with Teachers 

 
Teachers are not available to take telephone calls during class time or whilst on 
supervision duty, and may not be contacted on their home or mobile phone.  Please advise 
your child‟s teacher in writing if you wish for an appointment time with them to discuss 
any matters relating to classroom issues and procedures and they will get back to you to 
arrange the best possible time to meet. 

Student Mobile Policy 

 
***Students are not permitted to make calls, text or take photos during school hours*** 
 
Students may need to have a mobile phone with them at school so that they can be in 
contact with their parents before or after school. 
 
Students are responsible for the care and safety of their own phones.  With the right to 
have a phone also comes the responsibility to care for it.  The school will not be 
responsible for the loss of any mobile phone. Mobile phones are not permitted on 
excursions. 

Tuckshop                                                           
 
St Mark‟s Tuckshop is open 5 days per week and is run by a sub-contractor.  The Tuckshop 
Menu and Snack Menu offer a range of healthy homemade options for the students and the 
Menus vary in order to offer a range of suitable summer and winter fare.  New menus are 
emailed to parents when they are being introduced as well as featuring in the School 
Newsletter. 

Uniform 

Uniform Guidelines 

 
Wearing the school uniform correctly is an indicator of the pride the St Mark's students 
have in their school, and children are expected to wear the full school uniform at all 
times. The Sports uniform is only worn on the child's class sports day each week. Sports 
shoes are not part of the general school uniform and are only to be worn on sports days. 
The regular school uniform must be worn at all other times. No other styles or colours are 
permitted without prior arrangement with the Principal. 
 
The school hat as it is a compulsory part of the school uniform. Our school rule is "No Hat, 
No Play.” 
 
Parents are asked to co-operate in ensuring that boys and girls have appropriate hairstyles 
for school. Girls with long hair must keep it tied back. Hair ribbons, headbands, 
scrunchies, clips etc. must match the uniform colours. Boys are expected to maintain their 
hair in a healthy manner that is well-kept, tidy and appropriate to the wearing of school 
uniform. 
 
The only jewellery permitted with the uniform is a watch and a pair of sleepers or studs. 
Please note that children with pierced ears are expected to wear earrings in both ears. 
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It is important to permanently label all your child‟s clothes and other school equipment. 
We encourage parents not to allow children to bring valuables to school, and no 
responsibility will be taken for lost or damaged goods. 

Uniform Shop 

 
In 2014 a new school uniform was introduced at St Mark's which is being phased in over a 2 
year period for existing students. The uniform is available online via the new P&F website  
www.mystmarks.com.au 
 
Enquiries can be directed via email to order@mystmarks.com.au                                   
The following items also remain available from the school office: 

 Library bag 
 School badge 
 Excursion bag 
 School bag 
 School hat 

Summer uniform is worn from the beginning of Term Four and Winter Uniform is worn 
after the Mother‟s Day weekend in May. 

Summer Uniform 

 
Boys       

 Navy crested hat  

 Short sleeved blue shirt 

 Navy crested V-neck jumper 

 Navy ankle or knee high socks* 

 Black shoes* 
 

Girls 

 Navy crested hat 

 Summer Dress 

 Navy crested V-neck jumper 

 White ankle socks* 

 Black shoes* 

 Maroon or navy hair accessories* 

Summer Sports Uniform 

 
Boys  

 Navy, with maroon piping sports shorts 

 Crested navy, maroon and white sports polo (options for long and short sleeves) 

 White ankle socks* 

 White or navy sports shoes* 

Girls 

 Navy, with maroon piping sports shorts 

 Crested navy, maroon and white sports polo (options for long and short sleeves) 

 White ankle socks* 

 White or navy sports shoes* 

file:///C:/Users/heidi.williams/AppData/Roaming/Microsoft/Word/www.mystmarks.com.au
file:///C:/Users/heidi.williams/AppData/Roaming/Microsoft/Word/order@mystmarks.com.au
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Winter Uniform 

 
  Boys 

 Navy crested hat 

 Long navy trousers 

 Long sleeved blue shirt 

 Crested navy tie 

 Navy crested V-neck jumper 

 Navy ankle socks* 

 Black shoes* 

Girls 

 Navy crested hat 

 Winter tunic 

 Long sleeved blue shirt 

 Cross over tie 

 Navy crested V-neck jumper 

 Navy tights, navy knee high or navy ankle socks* 

 Black shoes* 

 Navy or maroon hair accessories* 
 

Winter Sports Uniform 

 
Boys 

 As for summer 
 Crested navy, maroon and white tracksuit jacket 
 Navy with maroon piping tracksuit pants 

Girls 

 As for summer 

 Crested navy, maroon and white tracksuit jacket 

 Navy with maroon piping tracksuit pants 
 

***************** Please Note:  All items, apart from the asterisked items, must be 
purchased through the online Uniform Shop************************ 

Valuables at School 
 
We discourage children from bringing valuables (including precious and/or expensive toys) 
to school as there is no guarantee of protection from breakage or loss. We seek parents‟ 
support in this regard. 

Visitors 
 
All visitors are to report to the office on arrival at the school.  They will then be asked to 
sign in and receive a visitor‟s badge which they must wear at all times.  They will return 
the badge to the office when they sign off. All visitors whether for work purposes or 
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volunteers will be instructed as to access points, evacuation protocols, child protection 
and acceptable behaviour when working/ visiting a Child Related Industry. 
 
 
 
 
 

 

 

 

 
 
 
 
 
 
 

 

 

 

 
 



 

 
36 

 

Appendix A 

School Programs and Staffing 

 
Music Lessons 
 
Two music specialist teachers are employed to instruct the children in Kindergarten to 

Year 6. The children receive a forty five minute lesson per week. One teacher also trains 

the choir, drawing children from Year 3 - 6.  While the music teacher takes the class, the 

class teacher is given release from face-to-face teaching. 

Physical Education 

The Sports Uniform is worn on this day.  You will be informed of your child‟s PE day in 

Term 1. 

We have a ten week Martial Arts Program, a ten week Dance Program and a ten week 

Fitness Program.          

Reading Recovery 

Reading Recovery is an Early Intervention program offered in Year 1 for children requiring 

support in literacy development. The Reading Recovery teacher works on a one-on-one 

basis.  Three children are on the program at a time. 

Special Education Support 

Specialist teaching for children with identified physical or intellectual disabilities, and, in 

certain cases for children with particular learning difficulties, is available. The Special 

Education Teacher is employed as per allocation from the Catholic Education Office.  Each 

classroom teacher has the opportunity to bring the needs of individual children to the 

Principal for discussion. 

Visual Arts 

A specialist visual arts teacher is employed to offer specific lessons in this key learning 

area.  One forty five minute lesson is offered to each class every week. While the Visual 

Arts teacher takes the class, the class teacher is given release from face to face teaching. 

General Staffing information 

The school currently employs thirty-six staff comprising twenty-eight teachers and eight 
non-teaching staff, the latter being employed in a variety of capacities including Learning 
Support Officers and School Support Officers. 
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Appendix B 

Class Parents’ Committee and Role Descriptions 

 
Purpose of Committee 
 
The Class Parents‟ Committee has operated for many years in our school.  The Committee 
currently operates in three main areas of the school:  Fundraising, Social and Community. 
 

 Fundraising – To identify and organise fundraising opportunities and events in our 
school. In past years this has included assisting with the Annual School Fete which 
has its own organising committee, Book Fair, Trivia Night, School Disco to name 
only a few.   

 

 Social – To provide opportunities to meet and get to know other families.  Social 
events which have been initiated by Class Parents within the school community in 
recent years include Parents‟ Cocktail Party, Mothers‟ Dinners, Morning Tea for 
Kindergarten parents.  

 

 Community – To maintain and develop the sense of community within St Mark‟s. 
The sense of community has long been a feature of our school.  Class Parents have 
worked to foster this important aspect in the following areas:  Night Patrol, 
collecting money for gifts for teachers/parents on special occasions, assisting new 
parents and assisting and co-ordinating activities within the classroom. 

 
Year Level Co-ordinator Role  
 
A parent is nominated as the Class Parent for each class. This has allowed information to 
flow directly between that nominated person and the Committee Co-ordinator.  With 
many people having access to email this has proved a valuable means of contact.   
 
Some tasks for this role have included organising and distributing their year level‟s Parent 
Class Contact List, as well as working with other class parents from their year level to 
organise functions and fundraisers.  
 
Committee Co-ordinator Role 
 
The Committee Co-ordinator‟s role involves ensuring the flow of information between 
committee members, as well as keeping the whole school community informed.  The Co-
ordinator regularly confers with the Principal, Parents‟ and Friends‟ Association, the 
School Office, teachers, parents and the Parish Office to ensure the smooth running of 
events.   
 
It is also the responsibility of the Co-ordinator to advertise and publish reminders for the 
Class Parent Meetings held once per term and to ensure that the agenda and minutes are 
compiled and distributed to all members, as well as including a copy of the minutes in the 
newsletter for all parents.  At each Parents‟ and Friends‟ Association meeting the Co-
ordinator would normally provide a report.   
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Appendix C 

Dispensing Medication Form 

 
As outlined in the Health Information outlined in this Handbook, the below form must be 
filled out for any child requiring the administering of medication by Support Staff.  The 
form is available from the School Office and the below information is required. 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    Student Medication Permission 2015 

 

Child‟s Name: ________________________________Child‟s Class: _______________  

Name of Medication: ______________________________ 

Expiry Date on Medication: _________________________  

 

INSTRUCTIONS FOR DISPENSING MEDICATION 

 Dosage:         ______________________________ 

From (date):  _______________________________ 

To (date):       ______________________________ 

Time:              ______________________________ 

    

SPECIAL COMMENTS : 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

Parent Name: ____________________________________ 

 

Parent Signature:   ______________________________ Date: _____________________ 

• Medication will only be dispensed from the Office if it is clearly marked with the 

child‟s name and class on the medication. 

• All medication is to be brought to the office before school and the child‟s              

 teacher should also be notified. 

• The medication is not to be left in the child‟s school bag. 
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Appendix D 
 
As outlined on page 25, at the commencement of each school year we request that 
parents sign a one off permission for students to travel to Brett Park and the surrounding 
areas with their class.  The details of this note are as follows: 
  
       BRETT PARK PERMISSION 2015 
 

Dear Parents and Carers, 

It is our practice at St Mark’s to take students to Brett Park on a regular basis.  The aim is to 

give the students access to a larger play space where they can run and play without fear of 

falling on to a hard, rough surface.  Depending on the school timetable and other factors it’s 

not always possible to give you prior notice of trips to Brett Park, thus the need for general 

permission. 

In order to continue to take the students to the park, could you please sign the permission 

note below and return it to the Office by Monday 9th February.   

This permission will be valid for the entire 2015 school year. 

Thank you in anticipation of your support, 

Sincerely, 

Margaret Sargisson (Principal) 

Brett Park Permission 2015 

I__________________________________give permission for __________________________________in 

Class_________________to go to Brett Park on a regular basis without further permission notes 

going home this year.  I understand that there will be teacher supervision at all times when 

my child is in the park. 

 

NB:  Students on medication must be responsible to take their own medication to the 

park if required. 

 

 

Parent name_______________________________________ 

 

Parent signature___________________________________ 

 

Date_________________________________________________ 
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Appendix E 

Use of Digital Images on Web and other sites. 

Dear Parents and Carers, 

St Mark’s values the use of IT to enhance learning (eLearning) and communication. 

The students have access to the World Wide Web through St Mark’s school website.  This 

site contains valuable information about our school community.  St Mark’s vision, mission, 

history, newsletters, calendar of events, policies and procedures are found on this website.  It 

also contains a photo board showcasing students engaged in different activities.  A photo of 

your child may appear on this site, in the newsletter, or on blogs that have been set up by 

the class teachers.   

In order to allow your child’s photo or work to be placed on the school website or in other 

school correspondence, I ask that you complete the permission slip below and return to the 

Office by Monday 9th February. 

Sincerely, 

Margaret Sargisson (Principal) 

 

 

Digital Images Permission 

 

I__________________________________give permission for __________________________________in 

Class_________________to: 

 

 Have their work displayed on the school website   YES / NO 

 Have photos taken for promotional purposes and to celebrate achievements   YES / NO  

 Have their name, photo and achievements posted on the school newsletter   YES / NO 
 

Parents name_______________________________________ 

 

Parents signature___________________________________ 

 

Date_________________________________________________ 

 

Discover                                                Achieve                                                         Become                        
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 Appendix F 
 

STUDENT ACCEPTABLE eLEARNING USAGE AGREEMENT FORM 2014/2015  

RE: digital devices (e.g. laptops, mobile phones, iPads etc.) and services – including cyber safety 

expectations. To be read in conjunction with the CEO Sydney’s Anti-Bullying Policy  

POLICY STATEMENT  

The use of digital devices and points of access to email and Internet services in Catholic Education 

Office (CEO) Sydney schools is provided to students in order to support their educational and 

administrative needs. These digital devices and services are educational tools and must be used in 

a responsible manner. This policy recognises that there are constant advances and changes in the 

use of technology (including for e.g. software, apps, information sharing, social media platforms, new 

devices etc and this list is not exhaustive).Therefore students must seek advice and clarification from 

the school as soon as possible when engaging with new or unfamiliar technology. Acceptable use is 

guided by the following principles.  

● Students must behave in an ethical manner when using digital devices, whether school owned or 

student provided devices (Bring Your Own Devices “BYOD”) to access resources, communicate and 

interact with others.  

● Online behaviour should at all times demonstrate a Christ centred respect for the dignity of each 

person.  

● It is never acceptable to use digital devices to harass, bully or humiliate others.  

This Policy informs parents and students of our school’s expectations when students are using the 

devices and services provided whether provided by the school or BYOD, and when using their 

personal equipment to communicate to or about members of the wider school community. Students 

whose actions contradict this policy will be subject to the school’s Pastoral Care Policy and/or the 

Student Management: Suspension, Transfer and Exclusion Policy. This may include the withdrawal of 

access to services. Unacceptable material will be supplied to the NSW Police or other relevant 

agency (for e.g. Family & Community Services etc) at the discretion of school or CEO Sydney 

personnel.  

The school reserves the right to capture, store and review all online activity and content 

created or accessed via school provided services. Such material is the property of the school 

and the CEO. School devices or BYOD may be taken or accessed where there is a reasonable 

belief that:  

● There has been or may be a breach of the school rules or policy  

● There may be a threat of harm to a student or others or system security.  

Students will cooperate with a direction from the school in providing access to the BYOD.  

Interaction with school staff on social media sites is only to occur in the context of a formal learning 

exercise which parents have been alerted to formally in advance.  

STUDENTS USING SCHOOL OWNED TECHNOLOGY  

Students and their families who use a school owned device have the following responsibilities:  

● To care for the laptop / device to the best of their ability.  
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● To keep the laptop / device secure and protect it from any malicious damage.  

● To bring the laptop / device to school each day in readiness for use in the classroom – this includes 

having the battery charged and digital files effectively managed.  

● To replace or repair any damaged, lost or stolen laptop / device at their own cost.  

● To return the school owned laptop / device (and any inclusions such as power cords and carry 

case) in good order when leaving the school.  

 

CYBERSAFETY REQUIREMENTS  

This policy addresses the particular use of these technologies that has come to be referred to as 

‘Cyberbullying’ (See No 3 below). The school will investigate and take action where this kind of 

bullying occurs in school and outside of school when it causes significant harm to the relationships 

between students and or teachers, or is criminal in nature or has the capacity to impact on 

relationships across the wider school community.  

1. When using school and personal devices and services students will:  

● Ensure that they access the Internet only within the school proxy and filtering system provided.  

● Ensure that communication through Internet and email services is related to learning.  

● Keep passwords confidential, current and private.  

● Log off at the end of each session to ensure that nobody else can use their account.  

● Promptly tell their teacher if they suspect they have received a computer virus or spam (i.e. 

unsolicited email) or if they receive a message that is inappropriate or makes them feel 

uncomfortable.  

● Seek advice if another user seeks excessive personal information, asks to be telephoned, offers 

gifts by email or wants to meet a student.  

● Keep personal information including names, addresses, photographs, credit card details and 

telephone numbers, of themselves or others, private.  

● Use appropriate privacy controls for all internet and app based activities. i.e. location settings  

● Ensure that school services are not used for unauthorised commercial activities, political lobbying, 

online gambling or any unlawful purpose.  

 

2. When using the school services or personal mobile phones (or similar personal equipment) 

students will not, and will not attempt to:  

● Disable settings for virus protection, spam and internet filtering that have been applied by the school 

and not attempt to evade them through use of proxy sites.  

● Disable system installed apps eg. Hapara Remote Control Extension  

● Allow others to use their personal accounts.  
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● Deliberately use the digital identity of another person to send messages to others or for any other 

purposes.  

● Enter chat or social networking internet sites without the permission of a teacher.  

● Intentionally download unauthorised software, graphics or music that are not associated with the 

learning activity as directed by a staff member.  

● Damage or disable computers, computer systems or networks or distribute damaging files or 

viruses.  

● Disclose personal information about another person (including name, address, photos, phone 

numbers)  

● Distribute or use information which is copyrighted without proper permission.  

● Take photos or video of members of the school community without their consent.  

 

3. When using ICT to communicate or publish digital content students will never include;  

● Unacceptable or unlawful material or remarks, including offensive, abusive or discriminatory 

comments.  

● Threatening, bullying or harassing material or make unreasonable demands.  

● Sexually explicit or sexually suggestive material or correspondence.  

● False or defamatory information about a person or organisation.  

● The school name or crest without the written permission of the Principal.  

St Mark’s Primary School 31 Tranmere Street Drummoyne NSW 2047 Tel: 9181 3042  

Fax: 9181 4332  

eMail:info@stmdrummoyne.catholic.edu.au www.stmdrummoyne.catholic.edu.au  

 

PARENT AGREEMENT  

I/we have discussed this policy with my/our child and we agree to uphold the expectations of the 

school in relation to the use of digital devices and services both at school and, where relevant, outside 

of school. We understand that a breach of this policy will incur consequences according to the 

school’s Pastoral Care Policy and that we will be responsible for replacing or repairing a school 

issued laptop / device that may be damaged, lost or stolen.  

Child’s Name:___________________________________       

Child’s Class:____________________________  

Signed:__________________________________________________________  

Date:__________________  

(Parent/s or Caregiver/s)  
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STUDENT AGREEMENT  

I have read and discussed this policy with my parent / carer and I agree to be a cybersafe student and 

always uphold these rules both within and outside of school.  

Signed by 

student:_______________________________________________________Date_______________

_  

(Student signature not required for children under 10 years of age)  

PARENT PERMISSION TO PARTICIPATE IN eLEARNING ACROSS ALL CURRICULUM AREAS 

INCLUDING THE ICT GENERAL CAPABILITIES IN THE AUSTRALIAN CURRICULUM:  

Teachers may incorporate the use of online web 2.0 tools and sites including the CloudShare (Google 

Apps) Virtual Learning Environment during the course of supervised learning activity. Access to 

CloudShare is predicated on the provisioning of a Google Email account. Parents are requested to 

give permission for students to register for these sites by completing the form below. Details of the 

CEO policy on the use of Web 2.0 sites and learning communities can be found in the CEO Policy 

Staff use of Social Media in Sydney Catholic Schools.  

As Parent/s / Caregiver/s I/we give permission for my child to:  

◻ Access the Internet for information relating to class work  

◻ To publish work created by students, credited by students‟ first name only  

◻ Communicate and collaborate with others within the school, and organisations outside of the 

school, with approval from teachers  

◻ Use of a variety of websites, including registration and the use of personal usernames and 

passwords, for educational purposes including CloudShare (Google Apps for Education)  

Please note that the students will access the Internet using a username and password. Please 

indicate your permission by ticking the appropriate boxes above. The preferred option would 

be for all boxes to be ticked so that students are able to make optimum use of the technology 

and actively participate in all lessons.  

Signed_________________________________________________________Date______________

____ (Parent/s or Caregiver/s) 
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Appendix G 

Breakdown of School Fees 2015 

School fees per year are: 

 1st child   $1070 

 2nd child   $856 

 3rd child   $589 

 

Breakdown of School Levies and Charges 2015 

 

Classroom Resource Fee  $130 per child per year 

Italian (Year Three to Six)  To be advised   

Curriculum Resource Fee  $166 per child per year 

PE Sports Fee              $53 per child per year 

Maintenance Levy             $40 per child per year 

ICT Levy    $195 per child per year 

Cleaning Levy                                 $123 per family per year 

Parish Building Levy   $566 per family per year  

 

(In the case of families with children attending more than one systemic school the building 
levy will be billed on a pro rata basis to ease the financial burden.) 

 


