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1. ST. GERARD’S CATHOLIC PRIMARY SCHOOL 
 
 
1.1 INTRODUCTION 
 
St. Gerard’s Catholic Primary School occupies a significant place in the life of Catholic families living 
in Westminster and the surrounding suburbs. 
 
The core of St. Gerard’s Primary School is the Catholic Faith and all policies are developed and 
based on Gospel values. Parents and teachers work together to ensure that each child grows 
spiritually, intellectually, emotionally, socially and physically. 
 
Children from Kindergarten to Year 6 are offered a comprehensive, stimulating and challenging 
curriculum. Students are encouraged to become confident, independent, collaborative learners who 
develop at their own rate. 
 
 
1.2 VISION STATEMENT 
 

St. Gerard’s Catholic Primary School is a faith community where its members live in  

TRUTH, LOVE and MERCY,  

so that each person is  

encouraged to develop their full potential  

as living witnesses to Christ. 

 

1.3 MISSION STATEMENT 
 

Our Mission 
At St Gerard’s, we are committed to creating a positive and friendly learning environment where all 
children are valued and their uniqueness is accepted and celebrated. 
Every child at St Gerard’s is given the opportunity to reach their full potential in all facets, 
including spiritual, intellectual, social, emotional and physical attributes.  
We interact with all members of our community respectfully and foster each person’s faith to 
encourage them to become a living witness to Christ in a loving environment. 
We aim to interact positively with the environment in which we live. Further, we appreciate and 
value the universe with all its mystery and diversity. 
Through the teaching and nurturing of our faith we endeavour to walk together, like Christ, in the 
spirit of reconciliation and forgiveness. 
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1.4 OUR SCHOOL PRAYER 
 

O God in heaven, help us each day. 
To be loyal to our school and truthful we pray. 

To do our best in work and play. 
To think of others, please show us the way. 

Amen. 
 
 
 

1.5 STAFF PRAYER 
 

We gather together as Catholic Teachers, 
committed to doing your work here on earth. 

help us to remember that we gather in your name 
so that your Will, will be done. 

 
Help us to realise the importance of our call to serve you, 

the St. Gerard’s School Community and especially 
the children that we care for and teach in your name. 

 
With the guidance of the Holy Spirit, help us make 

judgments according to your way, 
tempered with your love understanding and mercy. 

 
Unite us together in your faith community 

and help us to show our love for you 
by working together for the good of all 

within our school community. 
 

We offer our thoughts, words and actions to you 
our Lord, Jesus Christ 

as we strive to emulate the values you have given us. 
Amen. 
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1.6 OUR SCHOOL RULES 
 
1. Children will address others in a courteous, polite manner at all times.  (Staff Members, 

Adults and other children). 
 
2. All behaviour is based on “The Golden Rule” ……  You must treat others the way you want them 

to treat you. 
 
3. No playing with sports equipment on the verandas, in the classroom or before or after school. 
 
4. Walking is essential on the verandas and breezeways. 
 
5. No hat, No Play!  School hats only must be worn at all times.  Children without a hat must sit 

on the bench outside their classroom. 
 
6. No children are to be in the classroom without a teacher. 
 
7. Only school equipment is to be used on the school grounds.  Sports equipment can only be 

used if permission is given by a teacher. 
 
8. Chewing gum is not permitted on the grounds. 
 
9. Correct school uniform is to be worn at all times (unless otherwise advised by the school). 
 
10. Children must sit and eat all food.  (Allocated 15 minutes of lunch break time). 
 
11. Children are not to ring home for forgotten items. 
 
12. Children must be ready to begin class work at 8.30am. 
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1.7 KNOWLEDGE 
 
This school aims to guide and support its students in acquiring knowledge about: 
 
Spiritual: 

 The Important Catholic beliefs and practices 
 The Bible 

 
Personal: 

 Uniqueness, gifts and talents 
 The human body 
 Leisure activities 

 
Intellectual: 

 Communication skills (correct English language) 
 Mathematical processes used in everyday life 
 The natural and man-made environment 
 Technology and the changing world 
 Human and cultural aspects of different societies 
 Appropriate sources of information 

 
Social: 

 Their cultural backgrounds and Australian identity 
 The function of rules and laws 
 The influence of the media. 
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1.8 SKILLS 
 
This school aims to assist its students develop the ability to: 
 
Spiritual: 

 Use a variety of prayers expressed in different ways 
 Demonstrate Catholic Practices 
 Use the Bible 

 
Personal: 

 Express themselves through the arts 
 Attain their best physical condition by keeping clean, healthy and fit 

 
Intellectual: 

 Listen, speak, read and write competently 
 Research, evaluate and organise information 
 Solve problems in an appropriate way 
 Comprehend, memorise and recall information from various sources 

 
Social: 

 Interact in a social acceptable manner 
 Use their initiative to make decisions. 



 

     Parent Handbook –04.02.2019                                        St. Gerard’s Primary School, Westminster 
- 9 - 

 

 

 

 
 
 
 
1.9 ATTITUDES 
 
This school aims to assist its students develop a belief in the value of: 
 
 
Spiritual: 

 Living the Catholic Faith 
 The Liturgy 
 The power of Prayer 
 Being personally committed to Christ 

 
Personal: 

 Having a positive self-image 
 Caring for self and others, physically and emotionally 
 Striving to reach one’s full potential 
 Accepting responsibility for one’s own actions 
 Seeing humour in life’s situations 

 
Intellectual: 

 Gaining knowledge and skills for the purpose of being more competent in life’s tasks 
 Attaining one’s full potential 
 Making use of one’s creativity 
 A willingness to give and receive constructive criticism 

 
Social: 

 The family unit 
 The dignity and respect of others 
 Working for the benefit of others 
 Being loyal and trustworthy 
 Preserving the environment 
 Using leisure time effectively 
 All cultural heritages 
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1.10 GOALS 
 
St. Gerard’s Catholic Primary School strives to: 
 

 Foster each person’s faith to encourage them to become a living witness to Christ. 
 

 Encourage each person to accept their own uniqueness and that of others. 
 

 Support the parents as the prime educators of their children and encourage their active 
participation within the school. 

 
 Motivate the children to attain their highest spiritual, academic, social, emotional and 

physical potential. 
 

 Promote the Integration of the school within the wider community. 
 

 Create a loving and welcoming atmosphere. 
 

 Prepare children for life in a rapidly changing world. 
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1.11 A BRIEF HISTORY 
 
St. Gerard’s School, Westminster was started in 1965, doubling as a Mass Centre on Sundays. The 
first Parish Priest was Fr. Peter Quinn and the first school Principal was Sr. Brigid, a Mercy Nun 
who lived at Our Lady of Lourdes, hence the inclusion of the ideals of Mercy in our motto – 

TRUTH, LOVE AND MERCY 

In 1969, the school was a mixture of Servite Fathers, who taught the boys from Grades 5, 6 and 7, 
in the north wing of the school and the Mercy Sisters, under Sr. Bernadette who taught grades 1, 2, 
3 and 4 in the south wing. In 1976 the Servites withdrew and the school was amalgamated into one 
school under the late, Mr. Barry O’Sullivan, the first Lay Principal. 
 
In 1979, Mr. Brian Preston was appointed Principal. That year the Library Resource Centre was built. 
In 1984, the present Administration block was built - this is named the Lori Page Administration 
Block in recognition of the 33 years of dedicated service as the School’s Financial Officer. 
Similarly, in 1988 the Orion Fernandez Computer Centre was opened due to the foresight and 
financial planning of Orion Fernandez, who had been School Board Treasurer and Chairman for 12 
years (74 - 86).  The Pre-Primary opened in 1990.  In 1994/5 the house next door to the school was 
purchased and transformed into an art centre. More structural changes were made to this building 
in 1997/98 and it is now the school’s kindergarten centre.  All of this development is due to the 
planning of past School Boards and the support of the Parish and an active Parents & Friends 
Association. 
 
Construction of new classrooms for Years 1 – 6 was completed at the end of Term 1, 2014.  Staff 
and students moved into their new facilities as at the beginning of Term 2.   The double-storey 
building now houses the Year 1 to 6 classes, and boasts bright and airy classrooms fitted with the 
latest learning technologies and flexible learning spaces. 
 
Today we have an enrolment of approximately 200 students from 3 Year Old Kindergarten to Year 
6.  The school is well equipped with experienced, dedicated teachers and excellent facilities to 
provide a sound education in the Mercy Tradition for its multi-cultural students, encouraging them 
to think for themselves and grow in Truth, Love and Mercy, as living witnesses to Christ. 
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1.12 ENROLMENT POLICY 
 
1. Interested parents are requested to complete and forward to the school office an 

“Application for Enrolment” form. (Acceptance of this form does not guarantee an interview 
or enrolment into the school). 

 
2.  Applications for enrolment can be submitted at any time and at any age.  
 
3.  Each application for enrolment will be considered individually. 
 
4.  The Principal reserves the right to enroll those students he/she selects, without giving 

reasons for selecting one applicant ahead of another.  
 
5. Preference is given to the children of Practising Catholic Families. Enrolment priorities are as 

follows:   
 
 Catholic Students from the Parish with a Parish Priest reference (includes Catholic 

siblings already within the School with a reference); 
 Catholic students from outside the Parish with a Parish Priest reference; 
 Other Catholic students; 
 Siblings of non-Catholic students; 
 Non -Catholic students from other Christian denominations; 
 Other Non -Catholic students. 

 
6. Special consideration is given to applicants who are younger brothers and sisters of students 

already enrolled at St. Gerard’s, but no guarantee of automatic placement is given to these 
applicants. 

 
7. The Catholic / Non Catholic “Enrolment Percentage Parameters” approved by the Bishops Of 

Western Australia will be referred to when enrolling students. 
 
8. Parents of a selected applicant will be requested to bring their child to an enrolment 

interview with the Principal. At least one parent and the child will be expected to attend the 
interview. (Attending the interview does not guarantee enrolment). 



 

     Parent Handbook –04.02.2019                                        St. Gerard’s Primary School, Westminster 
- 13 - 

 

 

 

 
 
 
 
9.  Parents are requested to bring to the enrolment interview the child’s Birth Certificate (or 

proof of residency), Baptism Certificate, Immunisation Records and any relevant reports 
from previous schools / agencies.  A copy of any Court Orders must also be sighted. 

 
10.  Parents of students seeking enrolment are expected to fully support the Catholic policies and 

practices of the school. They must show an interest in the Christian Values of the school and 
work with the teachers in helping their children achieve these values. All children are 
expected to take part in all of the Religious Education of the school. 

 
11. Parents are expected to support the school financially by paying fees and also by becoming 

involved in the Parents and Friends Association and other school activities.  (A copy of the 
school fees for the year is contained in the enrolment package or can be obtained from the 
School Office). 

 
12.  All parents must read, understand and sign the Enrolment Agreement.  Clarification can be 

obtained from the school office in regard to any aspect of the Enrolment Agreement that is 
not fully understood. 

 
13.  All children are admitted on a trial basis. Their continued enrolment at the school depends 

upon satisfactory behaviour. 
 
14.  Enrolment is secured only by the payment and acceptance of an Enrolment Fee. This will be 

deducted from the school fees in the following year. This money is non - refundable. 
 
15. A breach of enrolment may occur if the parent / guardian knowingly withheld information 

relevant to the application / enrolment process.   
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1.13 PRIVACY POLICY 
 
1. The school collects personal information, including sensitive information on pupils and parents 

or guardians before and during the course of a of pupil’s enrolment at the School.  The 
primary purpose of collecting this information is to enable the School to provide schooling 
for your son/daughter. 

 
2. Some of the information we collect is to satisfy the School’s legal obligations, particularly to 

enable the School to discharge its duty of care. 
 
3. Certain laws governing or relating to the operation of schools require that certain 

information is recollection.  These include Public Health and Child Protection laws. 
 
4. Health information about pupils is sensitive information within the terms of the National 

Privacy Principles under the Privacy Act.  We ask you to provide medical reports about 
students from time to time. 

 
5. The School from time to time discloses personal and sensitive information to others for 

administrative and educational purposes.  This includes to other schools, government 
departments, Catholic Education Office, the Catholic Education Commission, your local 
diocese and the parish, medical practitioners, and people providing services to the School, 
including specialist visiting teachers, sports coaches and volunteers. 

 
6. If we do not obtain the information referred to above, we may not be able to enroll or 

continue the enrolment of your son/daughter. 
 
7. Personal information collected from pupils is regularly disclosed to their parents or 

guardians.  On occasions, information such as academic or sporting achievements, pupil 
activities and other news is published in School newsletters, magazines and on our website. 

                                                           
 If appropriate. 
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8. Parents may seek access to personal information collected about them and their 

son/daughter by contacting the School.  Pupils may also seek access to personal information 
about them.  However, there will be occasions when access is denied.  Such occasions would 
include where access would have an unreasonable impact on the privacy of others, where 
access may result in a breach of the School’s duty of care to the pupil, or where pupils have 
provided information in confidence. 

 
9. As you may know, the School from time to time engages in fundraising activities.  Information 

received from you may be used to make an appeal to you.  It may also be disclosed to 
organisations that assist in the school’s fundraising activities solely for that purpose.  We 
will not disclose your personal information to the third parties for their own marketing 
purposes without your consent. 

 
10. We may include your contact details in a class list and School directory.  If you do not agree 

to this, you must advise us immediately. 
 
11. If you provide the School with the personal information of others, such as doctors or 

emergency contacts, we encourage you to inform them that you are disclosing that 
information to the School and why, that they can access that information if they wish and 
that the School does not usually disclose the information to third parties. 
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2. ROUTINES AND PROCEDURES 
 
 
2.1 PREPARING YOUR CHILD FOR SCHOOL – THE FIRST DAY 
 
Talk about school with your child as a pleasant experience to look forward to.  Discuss the teachers’ 
names and some of the things that the children will be doing.  See that your child has the correct 
equipment needed.  It is important for your child to feel that they have the same as everyone else. 
 
On the first day, try to make the break from home to school as gentle as possible.  Stay for a while 
until your child has settled.  Once settled, leave with a cheerful good-bye and say when you will be 
back and try to be there on time. 
 
 
2.2 SCHOOL HOURS 
 
Pre Primary — Year 6 
Start  8.40am 
Lunch  12.25pm—12.55pm 
End of School 2.45pm 
 
 
KINDERGARTEN 
Days   Monday, Tuesday & Wednesday  
Start   8.40am 
End of School  2.40pm 
   
 
 
THREE YEAR OLD KINDERGARTEN 
Days   Thursday 
Start   8.40am 
End of School  2.40pm 
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2.3 PUPIL FREE DAYS 
 
Allocated Pupil Free Days are taken throughout the year.  Parents will be advised of the dates 
involved as early as possible through the Newsletter. 
 
 
2.4 SUPERVISION – BEFORE AND AFTER SCHOOL 
 
Children are supervised from 8.10am in the morning until 3.00pm in the afternoon.  Teachers have 
numerous responsibilities and therefore are unable to provide supervision outside these hours. 
 
Children and parents who are at school before 8.10am are required to sit in the School Undercover 
Area.  Children are not permitted to wait outside their classrooms during this time. 
 
All children waiting for collection after 3.00pm are required to wait inside the school grounds.  Duty 
staff will bring uncollected children to the School Office.  No child will be permitted to leave the 
school grounds unaccompanied before the official school finish time, without the prior written 
consent of their parent or guardian. 
 
 
2.5 PICKING UP YOUR CHILD/CHILDREN AT THE END OF THE DAY 
 
The final siren for the day goes at 2.45pm.  Please be prompt in collecting your child/children and 
remember to inform the school office by note or telephone if there is any variation to the normal 
arrangements for collecting your child.  We would expect to see your child going home with an adult.  
If someone other than yourself is to collect your child, your written consent is required for our 
records.  Any changes to this information should be communicated to the school office in writing. 
 



 

     Parent Handbook –04.02.2019                                        St. Gerard’s Primary School, Westminster 
- 18 - 

 

 

 

 
 
2.6 PARKING – PICKING UP AND SETTING DOWN CHILDREN 
 
Increasingly, parents are driving their children to and from school each day.  One result of this is 
that the road areas surrounding the school become very hazardous before school in the morning and 
after school in the afternoon. 
 
Please drop of your children where you do not have to reverse your car. 
Please observe the 40km speed limit around our school. 
Remember that the school car park is not to be used as a pick up or set down point for the children.  
(This is the staff car park).  All parking restriction signs must be obeyed. 
 
There is ample parking available in the Parish car park on Majella Road and on the school side of 
Majella Road.  A ‘Kiss & Ride’ is available along Edale Way for parents who wish to simply drop their 
child/children and continue on their way.  The Kiss & Ride should NOT be used for the purposes of 
parking and walking your children into the school.  When using the Kiss & Ride, please consider other 
patrons behind you in the queue by not parking your vehicle along this area.  If your child is not at 
the Kiss & Ride ready to be collected, please keep moving around Edale Way and return to the end 
of the queue.  Do not attempt a U Turn on Edale Way.   
 
Kindergarten parents should collect their children from Changton Way.  Please observe the parking 
rules and do not park against the flow of the traffic.  Parking Ranges frequently patrol school zones 
and enforce parking fines for those not following the correct parking rules.  “Parking Guidelines” and 
“Safe Parking at Schools” brochures are available from the school office. 
 
 

2.7 CHILDREN’S ATTENDANCE 
 
All children enrolled, from Pre Primary (from 2013) to Year 6, are required by law to attend school 
every day.  In the event of illness or absence, please telephone the school to advise of your child’s 
absence.  You must provide a written note for the absence on your child’s return – this is legally 
required.  This note must include; your child’s name and class, a reason for the absence, be signed 
and dated by the parent and provided to the classroom teacher as soon as possible after the 
absence.  If a medical certificate has been obtained, this should also be presented to the classroom 
teacher.  A school absence note is available for parents use if they wish.  The school also requests 
that you call the Office before 8.45am to advise that your child will be absent.  On your 
child’s return to school, please provide the class teacher with a written note as detailed above. 
 
 

2.8 BICYCLES 
 
Racks are provided within the school grounds for children who ride to school.  However, School 
policy recommends that children under ten (10) years of age should not be riding bicycles in the 
streets unless accompanied by an adult.  Children riding to school must secure their bicycles with a 
lock.  Children are not permitted to ride bicycles in the school grounds.  Children are to ensure they 
wear a bicycle helmet when riding to and from school. 
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2.9 VISITORS 
 

All visitors to the school must first report to the School Office.  Here 
you will be asked to register your name and reason for your visit on the 
Visitor’s Register provided.   
Visitors who are not parents of school children will also be required to 
read and sign off on the school’s Code of Conduct as well as produce a 
current Working With Children card. 
Office staff will issue you with a ‘Visitor” badge to be worn whilst on 
the premises.   

Before leaving the school, the visitor must again report to the School Office to sign out on the 
Visitor’s Register and to return the badge.  Access to the school during normal school hours is 
limited to the office gates.  All other gates around the school grounds are locked. 
 
 
 
2.10 LATE ARRIVALS / CHILDREN LEAVING AND RETURNING TO 

THE SCHOOL GROUNDS 
 
Children who do not arrive punctually at school for the commencement of the day are to be 
accompanied by their parent/guardian and are to be signed in.  The register to sign your child in is 
located in the school office.  The child will then be provided with a card to be presented to their 
teacher, advising the teacher that a parent/guardian has signed them in via the school office. 
 
Children are not allowed to leave the school site without permission from the Principal and parent.  
Should a parent wish a child to go home, a note will be necessary to cover the absence.  This note 
should be forwarded to the classroom teacher before the absence. 
 
Parents, upon arrival at the school, you must first sign out the child on the register located in the 
school office, the child will be collected by from the classroom for you by a staff member.  The 
teacher should be informed at an earlier time so they are aware your child will be collected from 
the school during school hours.  There is no deviation from this policy as we are required to know 
where the children are at all times during school hours. 
 
Upon returning to school after an appointment, the parent is required to sign the child in on the 
register located in the school office. 
 
All of the school gates, with the exception of the front office gate, are locked during normal school 
hours. 
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2.11 CUSTODY MATTERS 
 
Under Family Law, both parents are guardians and custodians of their child.  Any changes to this 
through a Parenting Order issued by the Courts need to be sighted by the school and a copy left 
with the school so that it can be enforced. 
 
 
2.12 CONSENT 
 
On enrolment, parents (or guardians) will be asked to complete and sign a form giving the school 
permission to seek any necessary medical assistance for a child while in the care of the school. 
 
 
2.13 STUDENT RECORDS / EMERGENCY CONTACT 
 
At the beginning of each New Year, all families are required to complete an information form, 
indicating addresses, telephone numbers and emergency contact numbers so that our records are 
kept up to date.  All forms need to be returned promptly.   
 
Please ensure that all family and medical information is kept up to date by informing the School 
Office in writing of any changes to the following: 
 Home address and telephone number; 
 Parents’ work telephone numbers; 
 Parents’ mobile telephone numbers; 
 Family doctor’s telephone number 
 Emergency contact person and telephone numbers (other than the parent). 
 
If your child has a medical condition or any other concern, please ensure you make the school aware 
by placing this information in writing to the School.  All medical procedures for your child must be 
identified on the official school Medical Action Plan form and in cases where the child is 
anaphylactic or asthmatic, etc. must be accompanied by an Action Plan approved and signed off by 
the doctor.  This includes allergies to foods, etc. as we have Birthday celebrations and cooking 
activities. 
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2.14 EMERGENCY PROCEDURES 
 
In the event of an emergency, evacuation and lock down procedures are in 
place.  Students are to follow the instructions of the classroom teacher.  
Parents assisting in the school are to follow the instructions of the 
classroom teacher.  Visitors to the school are to follow the instruction of 
the classroom teacher or other staff member whom they are with at the 
time.  Evacuation Maps are located in each room of the school. 
 
 
2.15 LOST PROPERTY 
 
All items of clothing and other property belonging to children must be clearly labelled with the 
child’s name.  The “Lost Property” box is located in the school undercover area, and children or 
parents may look for lost items there.  At the end of the school year, any items not claimed will be 
given to the Uniform Shop for resale. 
 
 
2.16 SCHOOL ASSEMBLIES 
 
School Assemblies are held throughout the year.  Each assembly is conducted by a class and that 
class presents their work to the school.  Parents will be notified of class assemblies at the 
commencement of each term and through the Newsletter.  Parents are invited to attend. 
 
 
2.17 NEWSLETTERS 
 
The school Newsletter will be sent home on Wednesdays on a fortnightly basis.  In the event you 
have more than one child at school, the Newsletter is sent home with the eldest child currently 
attending.   
 
Newsletters can also be downloaded from the school website at www.stgerards.wa.edu.au. 
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2.18 MERIT AWARDS 
 
Positive reinforcement is given daily to the children by teacher and the Principal for good work, 
behaviour and attitude.  However, a special Merit Award is presented to children at the School 
Assembly when they have achieved particular goals as set by the class teacher. 
 
 
2.19 STAFF MEETINGS 
 
It is absolutely necessary for staff to meet regularly to discuss school policy and curriculum 
requirements with the Principal.  Tuesdays, straight after school is Staff Meeting Day.  Punctuality 
in collecting your child is especially important on this day.  Children are to be collected at 2.45pm 
promptly. 
 
 
2.20 STAFF PRAYER 
 
Staff Prayer is held every Tuesday morning before the commencement of school.  Staff are not 
always available to meet with parents at this time. 
 
 
2.21 MONEY MATTERS 
 
Large amounts of money should not be brought to school. 
 
All monies sent into the school for a specific purpose  e.g. book club, should:- 
 Be placed in a sealed envelope; 
 Have the child’s name and class clearly written on the front of the envelope; 
 Have the details of what the money is for (e.g. book club, school fees, raffle, etc.); 
 Be the correct amount; 
 Be accompanied by a permission slip where required; 
 Be handed to the classroom teacher first thing in the morning. 
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2.22 BOOKLIST REQUIREMENTS 
 
As part of the Affordable Schools initiative, booklists costs for all levels from 2019 will be met by 
the school.  Parents will no longer be required order and pay for booklist requirements for their 
children.  All booklist requirements will be ordered and paid for by the school.  Booklist 
requirements will be delivered to the classrooms at the beginning of each school year ready for use 
by the children. 
 
2.23 TRANSFERRING 
 
It is essential that any family leaving the School notify the School Office in writing.  See “Parent 
Enrolment Agreement” – Clause 5 – detailed below:- 
 

“5. Agree that a full term’s notice in writing must be given to the Principal before the 
removal of a student from the School.  Failure to give such notice will involve the 
payment of the fee for the term notice period, irrespective of the date the student leaves 
the School.  Should the student be required to leave the school for any reason, the fee 
for the notice period will be charged.” 

 
 
2.23 SMOKING AND ALCOHOL 
 
Our school site is totally smoke free at all times, applying to buildings and grounds.  We ask you to 
support this community expectation when visiting our school – this applies both in and out of school 
time. 
 
Likewise, alcohol is not permitted on the school site without authorisation and definitely not whilst 
students are present. 
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3. SCHOOL ADMINISTRATION AND SERVICES 
 
 
3.1 ADMINISTRATION 
 
The school has a shared leadership model comprising of the Principal, two Assistant Principals with 
the support of the Parish Priest.  The leadership team is responsible for decision-making and other 
responsibilities related to staffing, school administration, policy development and the 
teaching/learning program. 
 
 
3.2 SCHOOL BOARD 
 
The St. Gerard’s Catholic School Board seeks competent and dedicated people to serve on it. 
Parents who have an interest in the welfare of the students and staff and are eager to promote 
Catholic schooling may seek membership of the Board as a means of giving valuable service to the 
school community. The most important skill necessary for serving on the Board is the ability to work 
co-operatively and constructively with all other Board members. 
 
CRITERIA FOR MEMBERSHIP: 
 a}  Possession of specific skills that will be an asset to the Board; 
 b}  A deep interest in welfare of students and staff; 
 c}  A desire to give service to the community; 
 d}  A keenness to promote Catholic schooling; 
 e}  A sufficiency of time to devote to Board duties. 
 
The general objective of the School Board is to help the Catholic school fulfill its educational 
responsibilities in accordance with its Constitution, in accordance with the policies and practices 
prescribed or recommended by the Catholic Education Commission of WA.  The Board plans for the 
present and future operations of the school and manages the finances associated with the school. 
 
The members are elected from the parent body and other interested persons and also includes the 
Parish Priest and Principal as ex-officio members. Elections are held in November at the AGM, each 
year. 
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3.3 PARENTS AND FRIENDS ASSOCIATION (P&F) 
 
The Parents and Friends Association includes all parents of St. Gerard’s children.  Each year at the 
Annual General Meeting (November), the parent body elects a new committee to represent them for 
a period of twelve months. Members meet on an average once a month. Their activities include 
fundraising for books and equipment for the children’s use, work around the school grounds and 
organising social activities to promote the community aspect of the school. 
 
The Parents and Friends Association encourages families to attend at least one social function per 
term. 
 
 
3.4 THE SCHOOL OFFICE 
 
The School Office is located in the Administration Building. 
 
Office hours are: 
Monday – Friday  8.00am to 4.00pm 
Closed for Lunch  12.25pm – 12.55pm 
 
Our telephone number is (08) 6241 8500.   
Our email address is admin@stgerards.wa.edu.au.   
Our Website address is:  www.stgerards.wa.edu.au 
 
An answering machine is operational outside of these hours, when the office may be temporarily 
unattended, and during school holidays for messages requiring returned phone calls. 
 
Please direct any administrative queries to the School Office staff. 
 
All appointments to see the Principal should be made through the School Office. 
 

 



 

     Parent Handbook –04.02.2019                                        St. Gerard’s Primary School, Westminster 
- 26 - 

 

 

 

 
 
 
 
3.5 SCHOOL FEES 
 
From 2019, St. Gerard’s Primary School are part of an “Affordable School Project”.  This delivers 
substantial savings to families as the annual school fees are capped at the Health Care Card 
rate, with further savings for families with more than one child.  There is a voluntary fee (P&F) 
payable for classroom resources, which is greatly appreciated.  Other charges may apply for some 
year levels due to that particular year levels circumstances such as Year 5/6 Camp Fee and Year 6 
Graduation T-Shirts.  The reduction in school fees is supported and subsidised by Catholic 
Education Western Australia. 
 
School Fees Accounts are sent home at the beginning of each term. Parents have the option of 
paying their school account / fees in weekly / fortnightly installments via a range of payment options 
that includes:-  Bpay, cash, cheque or direct debit.  EFTPOS facilities that support both Debit and 
Credit Cards are available at the school office.  The School Office does not accept American 
Express Credit Cards. 
 
A School Fees Schedule can be obtained from the school office and is contained in the enrolment 
package, and can also be obtained via the school website. 
 
Families requiring assistance in paying school fees are encouraged to make an appointment to discuss 
their situation with the Principal as soon as possible to avoid placing any strain on their financial 
situation. 
 
Where parents have ignored all reasonable attempts to negotiate a fee repayment strategy, a debt 
collection agency or solicitor will be engaged to recover outstanding fees. The parents will also be 
responsible for all fees payable to the collection agency or solicitor.  (A Summons may also be issued 
if appropriate).  Parents are always encouraged to communicate with the Principal or Bursar with 
respect to all concerns with Fees.  
 
Any clarification required with respect to school fees and accounts can be obtained at the initial 
enrolment interview. 
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3.6 HEALTH CARE CARD DISCOUNT SCHEME 
 
Parents/guardians who hold a current means tested family Health Care Card or Pensioner Concession 
Card, will be required to complete the Health Care Card Tuition Fee Discount Scheme Application 
Form and present the completed form and their card to the school office at the beginning of each 
school year.  Holders of cards that expire throughout the year must ensure they show their new 
cards once they are issued.  As the school receives additional funding based on number of Health 
Care Card holders, it is important for families to keep their Health Care Card information current 
with the school office at all times. 
 

 
 
 
3.7 INSURANCE COVER 
 
Insurance cover for students is available through Catholic Church Insurances.  Forms are available 
through the school office. 
 
Students are covered by the school’s insurance policy while at school, on excursions and at camp. 
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3.8 CANTEEN 
 

The School does not operate a Canteen.  From time to time the school may run lunch specials as 
fundraisers whereby a lunch order option becomes available to those who wish to order. 

 

3.9 UNIFORM SHOP 
 
St. Gerard’s Primary School Uniform items can be purchased through:- 
 
 
 

The Square Mirrabooka S/Centre, Yirrigan Drive, Mirrabooka. 
 

The benefits of uniform being available for purchase through the local Lowes retail store are: 
 7 day retail convenience; 
 Online ordering available; 
 5% discount to customers using the Lowes Card; 
 20% discount on sale days. 

 
 
 
 
 
 
 

 

PLEASE NOTE: 
From Term 2 2018 onwards, the school tie has been removed from the uniform standard and is no longer required to be 
worn. 
The school hat has changed in design to the bucket-style hat with the logo embroidered onto the front, instead of the 
legionnaire style.  There will be a transition period, whereby the legionnaire style is still able to be worn until it is 
required to be replaced at which time the bucket style will need to be purchased. 



 

     Parent Handbook –04.02.2019                                        St. Gerard’s Primary School, Westminster 
- 29 - 

 

 

 

 
 
 
 
3.10 SECONDARY SCHOOL 
 
At the conclusion of Year 6, students will then attend secondary school.   
 
During Year 5, the representatives of Mercy and Servite Colleges visit St. Gerard’s to distribute 
information regarding enrolment into these secondary schools. 
 
It is the parent’s responsibility to ensure they enrol their children into the secondary school of 
their choice and to confirm this enrolment.  Parents are encouraged to enroll their child/children 
into a secondary school as early as possible since enrolment demand is high. 
 
(Attending any Catholic School does not guarantee enrolment into another Catholic School). 
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4. PARENT INVOLVEMENT 
 
Parents are the prime educators in a child’s life.  The school is the support in this family role.  
Parents and the school share the responsibility of bringing up their children as Christians.  This 
partnership is vital to the ongoing development of each child, family and the school community. 
 
It is the responsibility of the parent to provide a supporting environment for the school within the 
home.  This involves preparing the child for school each day, ensuring that the child is properly 
equipped and punctual, fostering pride in the school and upholding ideals. 
 
Co-operation between families and teachers is essential if we are to provide the best possible 
program for your children.  Parents are invited to volunteer their skills on class rosters and to assist 
with supervision on school excursions.  There will be opportunities for you to be involved in these at 
different levels.   
 
1. Assistance within the classroom in areas such as language, maths, art and craft, etc. 
2. Sharing with us a skill or hobby such as music, Languages Other Than English, cooking. 
3. Helping us maintain and repair equipment. 
4. Keeping in touch by reading Newsletters, attending meetings, and other social functions. 
5. Helping by offering your assistance on a regular basis in the Library. 
6. Being on roster in the library/classroom. 
7. Fully supporting the Sacramental Program. 
8. Supplying resources such as computer paper, boxes, cartons, etc. upon request. 
9. Respecting the confidentiality of what you see and hear in the classroom. 
10. Attending the AGM of the School Board and Parents and Friends Association.  Nominating 

for membership of these committees. 
11. Positively promoting the school within the entire community. 
 
The most important way that you can help us is by your constant interest in your child’s activities.  
Regular communication with your child’s classroom teacher is essential. 
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5. UNIFORM / STANDARD OF DRESS 
 
SUMMER (Terms 1 & 4) 
 GIRLS Blue Checked Dress 
  White socks (plain) 
  White or Blue hair ribbons. 
  Black school shoes (Clarks or similar) 
  School Hat. 
 
 BOYS Light grey shorts 
  Light blue shirt (with school logo) 
  Light grey socks 
  Black school shoes (Clarks or similar) 
  School Hat. 
 
WINTER (Terms 2 & 3) 
 GIRLS Royal blue pinafore dress 
  White shirt (plain) 
  White socks (plain) or stockings/tights 
  White or Blue hair ribbons 
  Blue and White Jumper (with school logo) 
  Black school shoes (Clarks or similar) 
  School Hat. 
 
 BOYS Long dark grey trousers 
  Blue Shirt (with school logo) 
  Grey socks 
  Black school shoes (Clarks or similar) 
  Blue and White Jumper (with school logo) 
  School Hat. 
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SPORTS UNIFORM 
BOYS and GIRLS Black Shorts 
  Royal Blue Polo T-Shirt with logo 
  Faction Colour PoloT-Shirt with Faction Name and logo** 
  School Hat 
  White Sneakers 
  White socks  
  White or blue hair ribbons (Girls) 
  Dark Blue tracksuit Pants & Jacket (Winter). 
 

**Please Note: The Faction colour will be allocated to you by the 
sports Teacher. 

 
INTERSCHOOL SPORTS UNIFORM 
  ALL children are required to have a ‘Royal Blue’ school sports polo t-

shirt. 
 
HATS  School hats are compulsory at all times when the children are outside 

or on an excursion.  Hats are required throughout the entire year.  
The school has a “no school hat, no play” policy. 

 
JEWELLERY  NO jewellery is to be worn by the children.  Only one “sleeper” or stud 

per ear is permitted and are only to be worn on the ear lobe.  Bangles, 
rings, body piercing and chains have proven to be dangerous and are 
strictly not allowed.  Earrings should be removed before the child 
takes part in any sporting activity. 

 
GROOMING & HAIR Cleanliness and grooming standards are expected to be maintained.  

Hair should be neat and tidy and kept free of the face.  If the length 
is below the collar, it must be tied back.  Dyed and radical haircuts or 
hairstyles are not acceptable.  Alternative hair styles and fashion 
trends are not considered appropriate and should be approved by the 
Principal before the cut takes place.  Ribbons and scrunchies are to be 
in the school colours only.  Children are not permitted to wear nail 
polish or make-up. 

 
LABELLING OF CLOTHING All articles of school clothing should be clearly marked with the child’s 

full name – no initials.  Absolutely no responsibility will be taken for 
unmarked items.   
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 Correct School uniform is compulsory and should be kept neat and clean at all times. 
 All of the school uniform items are available from our uniform supplier – Lowes, Mirrabooka 

Shopping Centre, Yirrigan Drive, Mirrabooka. 
 Shoes should be clean and polished. 
 With the exception of shoes, sneakers and socks, which may be purchased from any of your 

usual stores, ALL ITEMS ARE TO BE PURCHASED THROUGH THE SCHOOL’S UNIFORM 
SUPPLIER – LOWES MIRRABOOKA. 

 
It is a family responsibility to ensure that students have the required items of uniform.  Family 
support for a high standard of uniform will also help the development of student self-discipline. 
 
Staff monitor the standard of dress and presentation here at the school.  The following steps will 
be implemented if a student is wearing the incorrect uniform:- 
 The teacher will informally remind the child to wear the correct uniform the next day. 
 If the child continues to wear the incorrect uniform, a note will be sent home asking you to 

ensure your child wears the correct uniform.  A response to the note will be required from 
you. 

 
Any deviation from the uniform must be with the Principal’s consent and in writing.  We expect the 
support of parents in ensuring that the uniform standards are adhered to at all times.  If you are 
unsure of the uniform, contact the School Office prior to purchase. 



 

     Parent Handbook –04.02.2019                                        St. Gerard’s Primary School, Westminster 
- 34 - 

 

 

 

 
 
 
 

6. CHILDREN’S HEALTH 
 
 
6.1 HEALTH POLICY 
 
The immunisation status of each child will be checked when the child is enrolled into the school at 
any age/grade.  A copy of your child’s immunisation records is to be supplied to the school on 
enrolment. 
 
 
6.2 GENERAL ILLNESS / ACCIDENTS 
 
If your child is ill, please consider carefully the health of your own child and the health of others in 
making your decision about sending them to school.  If your child is unwell or off colour he/she must 
not be sent to school.  Please ensure that after a period of illness, your child is fully recovered 
before they return to school.  If your child is sent to school unwell or if they become sick during 
school hours, we will contact you or your emergency contact person, to come to the school to collect 
your child. 
 
Please contact the school and let us know that your child is ill and will not be attending school.  
When your child returns to school, a “Student Absence Notification Form” is to be completed and 
handed to the classroom teacher or a written note from the parent/guardian.  Copies of the 
Student Absence Notification form can be obtained from the classroom teacher, from the School 
Office or downloaded from our website. 
 
Minor accidents are normally attended to at school.  Facilities at the school are only adequate for 
minor accidents. 
 
In more serious cases of accidents, every endeavour is made to contact parents for the child to be 
taken home.   
 
In emergencies, medical attention may be sought before parents are notified.   
Refer to “Application for Student Enrolment” form – Page 4 – clause detailed below, to be signed by 
the parent/guardian on enrolment:- 
 
MEDICAL EMERGENCY AUTHORISATION 

I authorise the school/college to seek medical/dental attention, call an ambulance or to hospitalise my 

son/daughter when considered necessary. I further authorise the school/college that if an emergency occurs 

requiring surgery, anaesthetic, oxygen, blood transfusion, medication and I am unable to be contacted 

within a reasonable time, the school has the authority to agree to medically recommended treatment by an 

accredited medical practitioner on my behalf. 
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6.3 HEALTH AND EMERGENCY INFORMATION 
 
Emergency contact information is to be filled out on the “Application for Student Enrolment” Form 
as well as the “Medical Management Plan” form.  The Medical Management Plan form requests that 
where applicable, an Emergency Action Plan is also provided.  Completion of this form should be done 
in consultation with your doctor.  It is imperative that you provide emergency contact information, 
and that you ensure the school is kept up to date with any changes to this information. 
 
At the beginning of each year, every child in the school will receive an “Information Update” form to 
be completed, which requests updated personal information as well as emergency contact and 
medical information.  Even if there is no change to the information that the school currently holds, 
this form must still be returned to the school with your child’s name and marked “No Change”. 
 
If you indicate that your child has a medical condition, please outline the severity of the condition, 
the triggers and the medical treatment needed.  This form needs to be completed comprehensively, 
so that in the event of a medical emergency, your child can be treated quickly and appropriately.  All 
information provided is strictly confidential. 
 
 
6.4 ADMINISTRATION OF PRESCRIBED MEDICINE 
 
If your child requires occasional medication during school hours  e.g. antibiotics, panadol, etc., then 
an “Administration of Medication” form must be obtained from the School Office or can be 
downloaded from our website and be completed in full; detailing the type of medication, the dosage 
required to be administered, time to be taken, and any other important information associated with 
the administration of the medication as indicated by the treating doctor.  Once completed, the form 
must be given to the classroom teacher together with the medication to be administered. 
 
Teachers are under no obligation to administer medicine or other forms of medical treatment on 
behalf of parents, where the teacher has not entered into a written agreement with the parent to 
administer medication to their child.  However, if a teacher wishes to assist the parents by 
administering dosages of some medication prescribed for a child, discussions between the Principal, 
teacher and parents should take place to attend to the following details: 
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I. Parents are to provide written authority for the teacher concerned to administer the 
prescribed medication.   

II. Parents are to submit, in writing, any requirements of the student for medication, including 
details from the medical practitioner of the circumstances for appropriate use and 
application of the medication. 

 
NOTE: It must be recognised that there is a limit to the level of responsibility that the 
school can provide regarding medical care and supervision.  Teachers are not expected to administer 
prescribed medication or treatments, which require specialist training. 
 
It is the parent’s responsibility to provide the school with adequate information regarding details of 
their child’s medical condition that may require specific action and/or treatment under emergency 
conditions. 
 
 
6.5 COMMUNICABLE DISEASES 
 
The danger from the presence at school of children suffering from an infectious disease arises 
chiefly from their attendance at two periods:- 
 

I. Whilst suffering from early symptoms; 
II. When convalescing from the disease but still retaining infection in their person or apparel. 

 
Class teacher are familiar with both the first and second, but many parents do not know the 
exclusion period.  These details are set out below. 
 
Chicken Pox Exclude from school until at least 5 days after the first blisters appear.  Do 

not return to school until scabs are crusted/dry.  Once scabs are dry they 
are no longer infectious. 

 
Mumps Exclude from school for at least 9 days after the onset of symptoms.  

(Notifiable disease). 
 
Measles,  
Rubella (German Measles) Exclude from school for at least 4 days after rash appears.  (Notifiable 

disease). 
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Scarlet Fever 
(Streptococcus pyogenes) Exclude from school until antibiotics treatment has been received for 

24 hours.  (Notifiable disease). 
 
Whooping Cough Exclude from school for 2 weeks from onset of illness or for 5 days after 

starting antibiotic treatment.  (Notifiable disease). 
 
Impetigo (School Sores) Exclude from school until antibiotic treatment has been received for 24 

hours.  Sores on exposed skin must be covered with a waterproof dressing. 
 
Ringworm Exclude from school until treatment has been received for 24 hours. 
 
Scabies Exclude from school until the day after treatment has been commenced. 
 
Conjunctivitis Exclude from school until discharge from eyes has ceased. 
 
Meningococcal Meningitis Exclude from school until antibiotic treatment has been completed.  

(Notifiable disease). 
 
Head Lice & Nits Exclude from school while lice, nits or eggs are attached to the hair.  Most 

schools suffer from periodic outbreaks of head lice.  Parents should check 
their child’s hair every week.  Brushing the hair twice daily and washing 
children’s hats every week is part of a preventative program.  See your local 
chemist or the School Office for treatment advice. 

 
A.I.D.S. It is the policy of the Catholic Education Office that NO child is to be 

excluded from school through A.I.D.S. 
 
 
A Notifiable Disease is one that your doctor must, by law, report to health authorities. 
 

When in doubt about your child’s health, consult your GP or call  
HealthDirect on 1800 022 222.  

HealthDirect is a 24-hour medical advice service staffed by specialised nurses. 
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6.6 COMMUNITY HEALTH NURSE 
 
The Community Health Nurse pays regular visits to the school to deal with routine matters as well 
as special referrals. 
 
Under normal circumstances, your child will receive three health checks during primary schooling, 
unless some specific complaint is detected which requires continual follow-up.  In all cases, parents 
will be advised of any problems. 

 
 

6.7 DENTAL THERAPY CENTRE 
 
The Dental Therapy Centre is supervised by a dental officer of the Public Health Services, and is 
staffed by Dental Therapists.  This is a free service and is situated at the Westminster Primary 
School.  Its purpose is to provide a continuous preventative dental service for each enrolled child.  
Forms are sent home to parents before examinations are conducted. 
 
The Dental Therapy Centre can be contacted as follows:- 

 
Westminster Dental Therapy Centre 

C/- Westminster Primary School 
Marloo Road 

Westminster  WA  6061 
Phone:  (08) 9345 3331 

 
 

6.8 NUT AND FOOD ALLERGIES 
 
There are a number of St. Gerard’s Primary School students that have a 
severe life-threatening nut allergy.  We request that students do not bring 
foods to school that include peanuts, peanut paste/butter, Nutella and any 
other items containing any type of nut.  Foods labelled ‘may contain traces of 
nuts are acceptable.  Students with allergies requiring medication such as an 
EpiPen MUST ensure that the school is provided with a copy of the Action Plan 
signed by the doctor as well as provide the school with the relevant medication 
to be held at school.  Medication must be within date at all times, and Action 
Plans MUST be updated annually. 
In addition, there are students with other particular allergies.  Class members 
of these students are informed at the beginning of the year/on their entry. 
We discourage students from sharing food at school, to minimise risk. 
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7. SCHOOL PROGRAMS 
 
 
7.1 RELIGIOUS EDUCATION 
 
Children’s Religious Education begins at home.  Parents are educating their children in all sorts of 
ways, long before they come to school.  The Faith experience children have come from the time that 
they are born forms the foundation and content of their Religious Education Program at school.  
Parents and teachers need to be partners in the Religious Education of their children. 
 
A Catholic School’s Religious Education program is a systematic and sequenced program of helping 
children to relate to our Catholic Faith as it relates to daily living.  It has been developed by school 
staff, drawing upon Religious Education Guidelines issued by the Diocesan Bishop. 
 
The Religious life of the school is integrated into all aspects of its life and curriculum. 
The following are minimum time allocations for primary children. 
 
 Pre- Primary and Year 1 15 minutes per day 

 Years 2 to 6    30 minutes per day. 
 
The school Religious Education Program helps the children appreciate what God is offering them 
through each Sacrament.  The children are taught how to celebrate the Sacraments and how to 
draw upon their gifts for their lives. 
 
In Year 3 the children are prepared for the Sacrament of Penance (First Reconciliation), and in Year 
4 the Eucharist (First Holy Communion), and in Year 6 the Sacrament of Confirmation.  The 
Sacramental Program is Parish based with activities, which need to be completed at home with both 
parents and children. 
 
Reconciliation, Class Masses, Liturgies and Whole School Masses are timetabled throughout the 
term / year and advised to parents through the Newsletter. 
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7.2 PASTORAL CARE 
 
Central to life at St. Gerard’s School is the belief that each individual is important. The Parish 
Priest plays an active and central role in the school life with regular informal visits as well as leading 
reconciliations, benedictions, class Liturgies and school masses. 
 
 
We encourage the parents to liaise with the school on any matters, which may be influencing their 
child’s behaviour or performance. Specialised help is available through the Non-Government Schools 
Psychology Service and the school employs the services of a Social Worker. 
 
 
7.3 MODERN EDUCATIONAL THEORY AND PRACTICE 
 
The School emphasise the development of all areas of life skills and teaching children how to learn. 
The Primary years involve a process of steady growth, a time of exciting discovery and a time to 
have fun. The children will be free to observe, question, experiment and explore. Each one should 
learn independence, self-confidence and a sense of consideration and respect for others, and 
develop skills and knowledge that will allow for a creative, flexible approach to living, working and 
coping with change as it occurs. 
 
We also follow the principles of outcomes education. 
 
 
7.4 REPORTING CHILDREN’S PROGRESS 
 
The child’s progress is constantly monitored and parents informed of their child’s educational 
progress and development throughout the year. 
 
Formal reporting commences at Pre Primary.  Children receive reports at the end of terms 2 and 4. 
Parents have an opportunity for an interview with the class teacher at the end of term 2 but it is 
expected that all parents would have had some contact with the class teacher prior to this date.  
Teachers are also available at most times for special interviews, if the need arises. 
 
A portfolio of the child’s work is sent home in conjunction with the school report at the end of 
terms 2 and 4.  This portfolio enables the parents to view a selection of their child’s learning 
journey from a selected day / point of time and in a specific learning area.  Parents should discuss 
and comment upon the work completed in their child’s portfolios. 
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In Term 3, the School has an “Open Night”.  This is where all family members are invited to inspect 
students work. 
 
To encourage the children merit certificates and awards are given regularly at school assemblies. 
 
 
7.5 SPECIALIST PROGRAMS 
 
7.5.1     LIBRARY 
Students from Kindergarten to Year 6 use the Library for specific skills lessons.  A qualified 
librarian takes these lessons.  The child that reads regularly has a learning advantage.  All children 
borrow books weekly.  Your child can be helped in the following ways: 
 
1.  Provide a library bag.  This is compulsory to ensure the care of books.  No child may borrow a 

book without a bag.  Library bags are available from the school Uniform shop. 
 
2.  Children should return books weekly at their regular library lesson. 
 
3.  If books are lost or overdue a fine will be incurred. 
 
4.  If a book is accidentally damaged, a note should accompany it and returned to the library for 

repairs. 
 
5.  Volunteer your time to help in the library on a regular basis. 
 
Note: The library is also open some lunch times to allow students the time to do further research 
or study.  In the Library, computers are also used for information retrieval education experience 
with interactive software. 
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7.5.2 MUSIC 
Each class from Kindergarten to Year 6 receives a music lesson each week.  The music program aims 
to develop good aural skills, the ability to keep the beat and sing in tune, and enjoyment and 
appreciation of music.  In addition to a specialist teacher teaching music to all of the children in the 
school, the children sing together in a school choir for Masses and special events.  
 
 
7.5.3 SPORT 
Sporting activities are an integral part of St. Gerard’s School.  A specialist Support Teacher 
provides each class with specific skills lessons.  Physical Education is taught by all teachers from 
Pre-Primary to Year 6, with a program that ensures continuity and gradual skill development from 
year to year.  The school has one major carnival - an athletics carnival that is held in Semester 2.  
The school also participates in an Interschool Athletic Carnival, Winter Sports Carnival and Cross 
Country Running where competition is against four other Catholic Primary Schools of similar size.  
 
Events in the schools own carnival is designed so that all students can participate and the emphasis 
is always on participation.  Netball, basketball, soccer, football, tennis, hockey, cricket, tee ball and 
volley ball are seasonal games which are played.  Sporting Associations contact the school seeking 
interest from students to play a particular sport in their recreational time.  More details can be 
obtained from the School Secretary or Newsletter throughout the year.  
 
A fitness program is part of the school curriculum and all students actively participate. All children 
are expected to participate in this program.  A Sports Uniform is compulsory at St. Gerard’s. 
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7.5.4.1 Factions. 
All children are placed in a faction:   
 
 
Aldous (Blue),  
Quinn (Red), 
Sullivan (Green), 
McAuley (Gold).   
 
 
 
 
We endeavour to place all children in one family in the same faction. Faction T - shirts are expected 
to be worn on sports days and can be purchased from the school Uniform Shop.  Children who 
represent the school in activities are required to wear the ‘Royal Blue’ school faction shirt. This can 
be purchased from the school uniform shop. 
 
 
7.5.4.2 Swimming. 
Swimming lessons are currently held during first school term for Years 1 to 6.  Location, times and 
dates are detailed to parents at the commencement of each school year and levies are payable on 
the first term school fee account. 
 
 
7.5.4.3 Gymnastics. 
Gymnastics is held during first term for all years, and is run by professional gymnastics coaches.  
Times, involvement and other details are passed on to parents at the commencement of the school 
year and levies payable are included in the first term school account. 
 
 
7.6 EXCURSIONS AND INCURSIONS 
 
Each teacher is responsible for planning excursions and incursions that complement or extend the 
work covered within the classroom.  Excursions and incursions are viewed as an important part of 
the curriculum.  Prior to each excursion, a note is sent home giving details of whereabouts, dates, 
times, and parental assistance needed.  Children will not be able to ring home if a permission slip or 
money has been forgotten.   
 
Each excursion planned requires a parent to sign a travel consent permission form for their child. 
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7.7 CAMP 
 
Camps are planned bi-annually for the children in Years 5 and 6.  The choice of the campsite is 
organised prior to the beginning of the school year when the camp is to take place and is to support 
the themes studied in the curriculum. The cost of the camp is in addition to the school fees and will 
be advised to families, giving sufficient advance notice.  The cost of the camp is payable in full prior 
to the child attending camp and by the due date set. (Information is normally provided at the parent 
teacher meeting in early February.)  Further specific Camp information is provided prior to the 
camp taking place. 
 
 
7.8 HOMEWORK 
 
Children, on many occasions, take work to do at home.  This may range from a few pages of reading a 
book to set assigned work.  The key to a successful homework program is the parent’s interest and 
support.  Homework is an excellent opportunity for pupils to consolidate their skills learnt in class 
with the help of their parents.  Homework is set each night from Monday to Thursday but not on 
weekends, as a rule. 
 
In Year 6 Homework may take up to 1 hour to complete.  However, this should not be the case in 
the younger grades (1 – 5).   The following should be used as a guide for homework. 
 
HOME WORK TIMES 
 Year 1  10 minutes 
 Year 2  25 minutes max including 10 minutes reading 
 Year 3  25 minutes max including 10 minutes reading  
 Year 4  30 minutes max 
 Year 5 20 – 25 minutes (40 minutes max) 
 Year 6 60 minutes max 
 
Children, like adults, need free time to relax, explore and pursue their interests.  Homework should 
not be a chore that gives children a negative view of school.  It is the school’s intentions that 
homework should:- 
 Be a meaningful and integral part of the children’s education; 
 Be completed on a regular basis; 
 Enhance children’s learning; 
 Provide opportunity to complete unfinished work free from adult intervention; 
 Assist in the development of self discipline and responsibility; 
 Allow children to develop positive study habits; 
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 Provide an opportunity for parents to positively reinforce and encourage their children’s 

efforts; 
 Reinforce basic skills and concepts which are taught in class and suited to the individual; 
 Be relaxed, non-threatening and useful. 
 
Below are some positive homework hints: 
 Talk about the homework with your child;  
 Show interest, enthusiasm and support; 
 Provide a suitable study area; 
 Communicate realistic expectations for standard of homework; 
 Ensure that your child knows ahead of time when homework should be started each night and 

how much time should be spent on homework; 
 Praise your child’s efforts at homework; 
 Encourage your child to master material, persist at homework and be curious about what they 

are doing; 
 Communicate with your child’s teacher if problems occur or if your child’s homework is taking 

longer than the recommended time to complete. 
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8. GENERAL INFORMATION 
 
 
8.1 SPECIALIST TEACHERS AND SUPPORT STAFF 
 
A number of Support staff work in the school for the benefit of the children. They include; L.O.T.E. 
Teacher, Literacy and Numeracy Support Teacher, Librarian, Music Teacher, Sports Specialist 
Teacher, Special Needs Assistant, Kindergarten Teacher, Kindergarten Assistant, School 
Psychologist, Administration Support Teacher, Drama Specialist Teacher, IT Specialist Teacher, 
School Social Worker and Teacher Assistants. 
 
 
8.2 GUIDANCE SERVICES 
 
Children with difficulties may, with parent approval, be assessed by the Non-Government Schools 
Guidance Office.  Full details will be conveyed to parents before the referral and after the 
assessment has been made.  
 
 
8.3 SOCIAL WORKER 
 
St. Gerard’s School employs a qualified Social Worker.  Please contact the School Office regarding 
the Social Worker’s availability.  The Social Worker is available for consultations with both students 
and / or parents. 
 
 
8.4 CONTACTING THE PRINCIPAL 
 
An appointment is essential if you wish to see the Principal.  This can be done by contacting the 
School Secretary located in the Administration Building or by telephoning to make an appointment 
via the School Secretary.  If the matter involves an issue with your child, the appropriate action is 
to firstly speak with the child’s class teacher or the duty teacher (whichever the case may be). 
 
 
8.5 CONTACTING A TEACHER 
 
Parents are encouraged to communicate frequently with the teachers but an appointment must be 
made directly with the teacher if you want to discuss any matter at length.  A suitable time either 
before or after school can be arranged by contacting the class teacher.   
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A Parent / Teacher meeting is held in the first weeks of school, each year, to enable the parents to 
meet the teachers and for teachers to outline work and discuss expectations for the coming year.  
It is expected that all parents attend this meeting.  Another meeting is also held mid-year to 
discuss reports and progress. 
 
 
8.6 EXTRA CURRICULAR ACTIVITIES 
 
The students are invited to compete in a number of special extra curricula activities that are held 
throughout the year. 
 
As a school we encourage this level of competition in order to develop and refine the special talents 
that each child possesses. 
 
 
8.7 BOOKCLUB 
 
Scholastic Book club is available to students on a regular basis.  Order forms are sent home with 
each child.  The due date for the return orders is advised by the classroom teacher on distribution.  
When returning your completed order forms, please ensure your child’s 
name; class number, and order requirements are clearly written on the 
form.  Order forms together with the correct amount of money for the 
order are to be placed in a sealed envelope with your child’s name, class 
number, amount enclosed and “Book club” written on the front.  Orders 
can also be placed by the parent online.  The delivery will come to the 
school. 
 
 
8.8 TOYS 
 
All toys are prohibited unless a class teacher requests them for a special purpose. Expensive items 
such as iPods, video games, CDs, etc. must never be brought to school as we cannot be responsible if 
such articles are lost or broken. 
 
 
8.9 FUNDRAISING 
 
Please be aware of and fully support all school fundraising efforts. 
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8.10 AFTER SCHOOL CARE 
 
The City of Stirling provides After School Care at the Mirrabooka Day Care Centre.  By prior 
arrangement with the Centre, a bus will collect the children immediately after school or proceeding 
the school day.  Other local Day Care Centres also offer pick up and drop off facilities when your 
child is booked with them. 
 
Little Giggles Child Care Centre are situated at 27 Changton Way, Westminster (next door to our 
Kindergarten).  They operate their child care service next door to the school as well as utilising a 
room at the school.  They can be contacted on 9349 2866 or 0407 002 141 to discuss availability of 
places. 
 
 
8.11 SCHOOL DISCIPLINE – A TEAM EFFORT 
 
Disciplinary action will be taken when and where we consider it necessary. We expect that, with 
parental support, and co-operation, we can maintain a strong and consistent level of discipline. A list 
of school rules is listed on page 6 of this handbook.  Students receive an “Orange Slip” for minor 
playground offences.  These are sent home for parents to sign.  Three (3) “Orange Slips” in one 
term warrant a lunch time detention.  A serious breach e.g. swearing or fighting; will result in a 
phone call home and subsequent consequences for the student’s inappropriate action. 
 
Each class has their own discipline policy which is communicated to parents at a parent-teacher 
meeting in Term 1.  Parents and staff need to work together to correct a student’s attitude or 
behaviour if it is of concern. 
 
Parents will be contacted if any serious problems arise so they, and the teachers, can work as a 
team to help the child involved. 
 
 
8.12 DISPUTES AND COMPLAINTS IN CATHOLIC SCHOOLS 
 
Parents who have a dispute or complaint are welcome to collect a brochure from the school office or 
download it from the website; which sets out a procedure to follow. Alternatively, parents are more 
than welcome to discuss any issue with the school Principal, initially.  Please make an appointment 
through the school office. 
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