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Principal’s Introduction 

 

 

Hervey Bay Special School 
 

 
 
 
 

 
 

 

 

Good day, Hello! 
 

Welcome to Hervey Bay Special School, and all of the wonderful learning opportunities that we 

provide. We’re proud of our students’ achievements and we look forward to continuing to cultivate 

pride in our students and school community as we seek for every student to succeed.  

 

At Hervey Bay Special School we value each student’s unique talents and learning needs. We 

collaborate with parents/carers and external supports/specialist agencies to implement programs that 

enable access to the Australian Curriculum and are committed to working towards each student’s 

independence and skills for lifelong learning.  

 

Our partnerships with parents are most important and we thank you for sharing information about 

your child, sharing your dreams and aspirations and developing trusting relationships with staff to 

ensure that we are all working together to achieve the best outcomes for your child.  

 

This booklet is an introduction to our school and while it will provide you with some insights in regard 

to how we operate, we are most excited by the opportunity to get to know you and your child and to 

develop partnerships whereby we constantly strive to enact our motto ‘Learning Together, Growing 

Together’  

 
Yours in learning 
 

Janet  
 
Janet Firmstone 
 
 
 
 

 
 
 
 

Signs accessed from: www.sign.com.au 
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P&C Introduction 
 

 
 

 

 

 

 
 

 
Welcome to the Parents and Citizens Association (P&C) of Hervey Bay Special School. 
Our P&C is a volunteer group of parents, staff and community members who are passionate about 
our student's education.  
 
Membership is open to parents/carers of children attending the school, members of the school staff 
and any other member of the community aged 18 years or over interested in the welfare of the school. 
The Parents & Citizens Association (P&C) invites all families to become actively involved with this 
great school.  
 

P&C membership can be a rewarding way of making new friends and becoming closely connected 
with your school. The P&C plays an important role as well as a potential fund-raising body, this group 
makes a valuable contribution to school policy, budgets and future planning.  
 

The P&C meets on the first Tuesday of each month. The AGM is held each year to elect the P&C 
executive. Please contact the P&C if you would like to become a member,  have any thoughts 
regarding the school or ideas to support fund raising.  
 

Please join us to help make a real difference for our students. 
 

 
Thank you 

Sharon  
P&C President  
 
 
 
 
 
2021 - 2022 P& C Executive: 
 

 President:   Sharon Kampman 

 Vice President:   Katrina Shaw 

 Treasurer:   Julie Devling 

 Secretary:   Nike Soogun 
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Contact Details 

 

 
  

 Phone:   (07) 4197 1777 
 
 Address:   23 Frangipanni Avenue  
    Scarness  QLD  4655 
 
 Email:   admin@herveybayspecs.eq.edu.au 
 
 Website:  www.herveybayspecs.eq.edu.au  
 
 Office Hours:  8:00 am to 3:30 pm. Please make any calls to the school during these 
    hours. An answering machine operates out of hours and during busy 
    periods.  
 
 Lesson times:   

 
 
 
 
 
 
  

CHILDREN SHOULD NOT ARRIVE AT SCHOOL PRIOR TO 8.15am. 
 
Any out of school hours drop offs must be pre-arranged with school office staff  
 
If your child is late, you MUST sign your child in through the school office or there will 
be no record of your child attending school that day.  
 
If you collect your child from school, or are collecting your child early please sign them 
out through the school office.  
 
If a new NDIS carer will be collecting your child from school, or there is a change in how 
your child is going home, please notify the office of the person’s name and approximate 
time they will be picking up your child. All NDIS carers will be required to sign for the child 
in their care, both in and out of school on each occasion.  
 
No child can be collected without the appropriate permission. I.D will be collected for all 
new NDIS carers when they attend the school office for the first time.  
 
 

mailto:admin@herveybayspecs.eq.edu.au
http://www.herveybayspecs.eq.edu.au/
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Our Staff 
 

 

Leadership Team 

Principal Janet Firmstone (Acting) 

Deputy Principal Matthew King 

Head of Department – Curriculum TBA 

Guidance Officer Renee Pailise 

Business Manager  Anita Eason 

School Support Team 

Admin Officer Cara Knox 

Schools Officer Paul Miller 

Teaching Teams 

 Class Teacher Teacher Aide 

 Kay Chapman Cathie Graham 

 Alicia Carr  Daylene Lindrea 

 Vicky Dearness Kirsten Moyle   

 Taylar Matthews Megan Olsen  

 Nicci Nielsen   Susan Hipwell 

 Jan Joyce Trish Coghlan 

 Tamlyn Butler Nicole Thompson 

 Krissy Jenkins Laura Ellem 

 Kathryn Sheppard   Di Harvey 

 Sue Thompson Erin Durnian 

 Fran Wilkins Vicki Randall 

 Kathleen Heath Sheree Reed 

 Bono Ncube Kamilla Short 

 Jess Roberts Cassie Werner 

 Janita Radunz Holly Binstead 

 Ian Johannesen Jenny Atkins 

 Annett Hirsch Marg Ford  

 Milanka Lazovic Kristine Lawson 

 Sophie Ridgley Jocelyn Allen 

 Lorna Hill Tiffany Marshall 

   

Therapy Staff 

Fiona Ellis State School Nursing Service 

TBA DoE Occupational Therapist 

Sarah Leonzon DoE Physio therapist 

Abbey Priebenow DoE Speech and Language Pathologist 

Ancillary Staff 

Lea Boughen Peter Louison 

Lorraine Herriman Shaun Campbell 

Ross Coleman Terri Williams 

Lyn Kummerfield  
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General Information 

 

 
CONTACT DETAILS  
Parents are requested to notify the school of changes to residential address or phone numbers as 
soon as possible so that contact details and emergency information can be kept up to date.  
 

FAMILY COURT CUSTODY ORDERS 
If a Custody Order is in place a copy of the Court Order must be given to the school.  
If there is no Custody Order the school is legally bound to allow access to both parents/carers.  
If there is no Custody Order on file at school and a non-custodial parent requests access to the 
child, we must by law allow this request, however we will make every reasonable effort to contact 
the parent/carer who enrolled the child at the school.  
Please ensure any changes or amendments to Custody Orders are provided to school to ensure 
our records are up to date.  
 

STUDENT RESOURCE SCHEME 
Hervey Bay Special School operates a Student Resource Scheme which is endorsed by the school 
P&C. A letter outlining the details of the scheme will be sent home at the commencement of the 
school year along with a Participation Agreement Form which must be completed and returned 
to school.  
 

PERMISSION FORMS 
From time to time permission forms will be sent home for school based special events and off site 
activities. It is essential that parents return all permission forms by the due date.  
If we do not receive written permission your student will not be able to participate in the nominated 
activity. 
 

MONEY 
Children should not bring money to school unless it is for a specific purpose e.g. excursions, etc. 
When this is required please enclose all money into a sealed envelope that should be labelled with:  

• the child’s name and class   

• the amount  

• the purpose for the money e.g. excursion 
Our school has EFTPOS facilities. 
 

MOBILE  DEVICES 
Our Student Code of Conduct sets out our expectations for use and storage of mobile devices.  
It is an expectation that students at Hervey Bay Special School: 

o Do not use their mobile device for personal calls, internet or social media access during the 
school day  

o Seek teacher’s approval where they wish to use a mobile device under special 
circumstances e.g. to listen to calming music.  

Some students may require access to an AAC device via a personal mobile device – this should be 
discussed with the class teacher and where possible access to other Apps / online tools should be 
limited. School does not have insurance to cover personal mobile devices.  
 
PERSONAL BELONGINGS / LOST PROPERTY 
Please ensure all of your child’s possessions are clearly marked with their name i.e. all items of 
clothing – especially hats. Please check the lost property box if your child has not brought an item 
of clothing home. 
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STAYING IN TOUCH WITH SCHOOL 
 
Phone calls 
Every classroom has a telephone, however unless it is an emergency, we request parents only ring 
before or after school to minimise class disruptions. Messages will be taken by the school office 
and teachers will return phone calls when they are able. 
 
Emails 
Parents and caregivers can contact the school by email at: admin@herveybayspecs.eq.edu.au  or 
your class teacher. We endeavour to respond to email enquiries within a timely manner, bearing in 
mind teachers classroom commitments.   
 

Communication Books  

Each student is provided a daily communication book that travels between home and school each 
day. Parents are invited to record any information they would like the class teacher to consider in 
this book.  

 

Meetings 

Parents and Caregivers will be invited to meet with their class teacher each Semester to discuss 
the Individual Curriculum Plan or Senior Education and Training (SET) Plan.  

If you would like additional opportunities to meet with you class teacher please contact the school 
to arrange a suitable appointment.  

Parents and Caregivers are welcome to make an appointment to meet with the school leadership 
team throughout the year – please contact the office to schedule your appointment.  
 
School Newsletters 
Newsletters are published each month and a link emailed to parents. If you require a paper copy 
please contact the school office. Our PBL team also publish a regular newsletter which is shared 
on the school Facebook page.  
 
School Facebook Page 
We have a vibrant Facebook page which is regularly updated with school news and celebrations. 
You will find details of any upcoming school events and community activities that may also be of 
interest.  
https://www.facebook.com/HerveyBaySpecialSchool/  
 
School Website 
Our school website contains a wide variety of information including access to school documents, 
policies, newsletters and current events 
https://herveybayspecs.eq.edu.au/  
  

  

mailto:admin@herveybayspecs.eq.edu.au
https://www.facebook.com/HerveyBaySpecialSchool/
https://herveybayspecs.eq.edu.au/
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School Calendar 2022 
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Parent and Community Engagement  

 

 

Parents/carers are their children’s first teachers and play an essential role, as equal partners, in the 
education they receive at school. Parent engagement in school communities can improve students’ 
self-esteem, school attendance, behaviour and student achievement. 
 

Partnering with parents/carers can make a significant difference in student outcomes. It is also a 
key requirement when developing and implementing reasonable adjustments for student learning. 
 

The parent and community engagement framework helps schools to engage and partner with 
parents to improve student outcomes and support their wellbeing. Your involvement in your child’s 
education is actively encouraged.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Some of the ways you can become involved at school are: 

• Accept invitations to become involved in the school. We need parents to become involved.  

• Attend P&C meetings when possible and special parent meetings. 

• Support school functions and school fund raising. 

• Meet your child’s teacher to talk, discuss and question. Offer any information you think is 

relevant.’ 

The Department has published a ‘Parent and Community Code of Conduct’ – a copy of this 
document is available at the end of this booklet and on the school website. 
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Volunteering at Hervey Bay Special School 

 

 
Volunteers can be anyone who wishes to provide a service free of charge to Hervey Bay Special 
School and contribute to either one or some of the following: 
 

• The educational experiences of students; 

• Development or maintenance of facilities; 

• The development or maintenance of resources; 

• The provision of services which support students during their school day; 

• Any other school activity. 

The Commission for Children and Young People is responsible for administering an employment 
screening service for persons engaging in child-related employment. This screening is known as 
the “working with children check”. This check requires that volunteers undergo a criminal history 
check that will include a search of Queensland and interstate police databases. The Commission 
will, on the basis of a person’s criminal history, determine their suitability to work with children and 
young people. A ‘Blue Card’ will be issued upon acceptance.  
 
At Hervey Bay Special School we require all parent and community volunteers (and those 
interested in relief Teacher Aide work) to attend a school based induction program where we 
complete a range of learning activities including delivery of the Department of Education Mandatary 
Training Packages and Student Protection Training. This induction must be completed prior to 
commencement of any school based activities. This induction is usually held in Week 5 of each 
school term please allow a minimum of 2 hours for this session.  
 
If you are interested in volunteering at the school, please contact the Business Manager, Principal 
or Deputy Principal for further details. 
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Student Dress Code 
 

 
Our Student Dress Code aims to promote a safe and supportive teaching and learning 
environment by: 
 

• Establishing a culture of school pride & high expectations along with a strong sense of 

belonging. 

• Fostering a mutual respect within the school by promoting social equality amongst all 

students. 

• Improving student safety by enabling ready identification of students & non-students at 

school. 

• We expect all students in our school community to support the accepted standard of dress 

when:  

o Attending or representing school. 

o Travelling to and from school. 

o Engaging in school activities out of school hours, including school excursions 

The ‘Student Dress Code guidelines’ below, outline standards of acceptable dress and also 
aspects of the personal presentation of students. This policy has been developed in accordance 
with the Education (General Provisions) Act 2006 (Sections 360-363) and the Department of 
Education, Training and Employment’s policy: Student Dress Code.  
 

Special Considerations 

• Hervey Bay Special School understands and accepts that some cultures, religions and 

medical conditions have specific dress requirements. Modifications to the uniform that 

comply with recognised cultures, religious values or medical conditions may be negotiated 

with the Principal. 

Relaxation of the Code 

• Relaxation of the Code will occur occasionally in circumstances such as free dress days, 

camps, discos and other functions. The school will clearly communicate when this relaxation 

is applicable. 

Hair and Accessories  

• Hairstyles should be tidy and appropriate for students according to their age/stage of 

schooling. 

• Long hair (hair that is longer than collar length) is to be tied back  

• Hair must be a natural colour   

• Students may wear hair clips, hair ties and hair ribbons in school colours  

Make up and Body Markings  

• Make up is not permitted  

• Coloured nail polish, nail patterns/art, nail jewellery or false nails are not permitted  

• Tattoos or body markings are not permitted  

Jewellery 

• One wrist watch  

• One earring (plain studs or sleepers) per ear lobe. No other body piercings are permitted.  

• One signet ring 

• No bracelets, necklaces, ankle bracelets or rings.  

•  Items required for identification of medical conditions are permitted - Note: Any item of 

approved jewellery may still be required to be removed in activities for safety reasons under 

Workplace Health and Safety legislation. - Consultation with the Principal is required for 

jewellery of cultural or religious significance  
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Non-Compliance with student dress code 

 
We understand that on occasions, due to circumstances beyond the control of the student and/or 
the student’s parent some dress code items cannot be worn. In this instance, parents are 
requested to contact the class teacher or office to explain the uniform breach and the period for 
which this will exist.  
 
Consequences for students not in correct uniform may include the following: 

• Students may be provided with the correct uniform to change into for the day  

• Contact home to parents  

• No hat, no outdoor play (undercover play only)  

• Prevention from attending or participating in school activities that are not deemed essential 

curriculum activities, unless necessary for reasons of safety (in which case, alternative 

educational activities will be provided)  

• Prevention from any activity for which the student would have been representing the school  

Any families experiencing difficulty with the school dress code please contact the school 
administration to discuss the matter. 

Community endorsement of the student dress code 

 
The Hervey Bay Special School P&C has supported this Student Dress Code.  
The group believes that the Code promotes the objectives of Education Queensland (General 
Provisions) Act 2006 through providing a safe and supportive teaching and learning environment 
by:  

• Establishing a culture of school pride and high expectations along with a strong sense of 

belonging  

• Fostering a mutual respect within the school by promoting social equality amongst all students  

• Improving student safety by enabling ready identification of students and non-students at 

school. 
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Student Dress Code Guidelines 
 

  

Summer Uniform Winter Uniform 

• Hervey Bay Special School Shirt  

• Black Shorts, skort or skirt 

• White socks 

• Sun smart hat 

• Hervey Bay Special School Shirt  

• Black track suit pants  

• Blue jumper 

• White socks 

• Sun Smart hat 

  

 

• Hervey Bay Special School uniform is unisex. The students can wear our unisex designed school shirt 

and shorts or a skort option is acceptable 

• In alignment with sun safe practices our school has a bucket hat for all students. Students are 

encouraged to wear the Hervey Bay State Special School hat during all outdoor activities.  

• Hervey Bay  shirts, and hats, can be purchased from the P&C via the school office 

• The uniform shop is open during school office hours:   Daily:8:30 – 3:30 am  

• Plain black track pants, skirts and skorts are available at local clothing stores.  
 

 

Footwear 

• Students are required to wear enclosed footwear at all times 

✓ Enclosed school shoes or joggers 
✓ AFO’s 

X Open toe sandals 
X Slip on shoes or thongs 

  

 
 

Jewellery 

• Students are advised to avoid jewellry for their personal safety 

✓ One pair of small studs or sleepers 
✓ Medical alert chains or wristbands 
✓ A wristwatch 

X long earrings, body piercing, bracelets or necklaces 
X Fashion / team wristbands 
X Caps (must be a sun smart broad brimmed hat) 

     

  

Early Years 
& Primary 

Secondary 

Senior 

Early Years 
& Primary 

Secondary 

Senior 
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Student Transport  
 

 
TRANSPORT ASSISTANCE SCHEME 
 
As a parent, you have a responsibility for providing or arranging your child’s transport between 
school and home.  
 
If you believe there will be difficulty in getting your child to school, you are able to request an 
assessment to determine eligibility for transport assistance.  
 
Transport assessments are undertaken at the school by a member of the leadership team.  
 
To be eligible, a student must have a disability that necessitates the provision of transport 
assistance. Transport assessments are reviewed annually. 
 
The School Transport Assistance Scheme is administered by the Department of Transport and 
Main Roads and provides assistance to eligible students in Queensland state schools. Details of 
the scheme can be found on the Department of Transport and Main Roads School transport 
page or phone 13 23 80. 

 
PARENT DROP OFF & COLLECTION 
 
We have a dedicated bus drop off area and staff/parent car park.  
 
Please be aware once entering the school gates there is a strict  speed limit zone.  Please park in 
the designated parking areas, and ensure your child uses the pedestrian pathways at each side of 
the car park.   
 
At morning drop off students can be taken to the parent drop off gate where they will be met by a 
teacher aide and taken to meet their class in the undercover area. If you arrive after the bell at 
8:30am, please take your child to the school office.  
 
For afternoon pick-up, parents are able to wait in the parent pick up zone from 2:15pm. Students 
will be released from class at 2:30. Parents arriving after 2:45pm are required to pick up their child 
from the Office.  
All students are to remain in the student waiting area until they have been signed out by a 
staff member – We thank you for you for helping to keep our students safe at HBSS.   
 
 
CHANGES TO TRANSPORT OR PICK UP ARRANGEMENTS 
If for some reason your child is not to catch the school bus home, or there is a change to their usual 
collection routine you must advise the school office by way of a note or phone call.   
 
Students being collected by parents or caregivers are required to be signed out at the office.  
 
It is your responsibility to advise your bus or taxi company if your child will not be using the 
service.  
 
 
 
 
 
 

https://education.qld.gov.au/parents/Documents/stas-brochure-lowres.pdf
http://www.tmr.qld.gov.au/students/
http://www.tmr.qld.gov.au/students/
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Health, Safety and Wellbeing  
 

 
Attendance 

 
Whenever your child is absent from school, his or her 
class teacher should receive a note explaining the 
absence or a phone call to the office. All parents will be 
notified via text if their child is away without explanation. 
 
No students are permitted to leave the school grounds 
without prior approval from a parent / caregiver.   

 
The following infographic outlines the impact of children’s learning when they regularly miss school.  
 

 
 

Behaviour Management 
Our expectation is for socially acceptable behaviour from all children on the way to school, at 
school and going home from school. A school policy (Student Code of Conduct) is included in the 
enrolment package and is available on the school website.  
Our explicit focus at Hervey Bay Special School is the development of Positive Behaviours for 
Learning (PBL) which is taught via weekly lessons and celebrated on school parades. “Hervey” is 
our school mascot who is used to help students to understand the school’s positive behaviours for 
learning. 
 
Supervision in School Grounds  
Teacher Aides commence supervision of students at 8.30 am, during morning tea and lunch time, 
and after school until 2:45 pm. Teachers commence supervision from 8:30am to 2:30pm.  
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Evacuation Procedures 
Evacuation Procedures are conducted regularly so that staff, students and visitors to the school are 
familiar with routines necessary in an emergency. All personnel are to be evacuated from buildings 
and report to the designated assembly area when the siren signal is sounded continuously. In the 
event of real fire, students may be further evacuated across the road to be collected by parents. 
Every visitor to the school during an evacuation must follow directions from the Principal or 
teachers. 
The Lock-Down Procedure is used in drills to train staff and students for an emergency that could 
be considered to be life threatening. Students and staff are required to be out of sight and keep low 
to the ground, usually in the classroom or preferably a locked store area. Some ‘lock downs’ can 
last for a considerable time but are mandatory and preferable to exposure to harm. 
 
Sun Safety  
Because of the high incidence of skin cancer in our state, we have the 
expectation that all staff and student wear a sun safe hat when 
outdoors.  
School hats may be purchased from the uniform shop. 
It would also be advisable to provide children with an effective 
sunscreen (30+) especially during the hotter months. Students should 
arrive at school with sunscreen applied. Generic sunscreen is 
available at school, however please advise staff of any sensitivities 
and provide a suitable sunscreen (labelled with your child’s name) if 
this is required.  
On exceptionally hot days we encourage students to take their play 
breaks indoor or in the shade.  
A copy of our Sun Safety policy can be located on the school website.  
 
School Dental Service 
The Wide Bay Oral Health Service  is located on 2-4 Medical Place, Urraween, QLD 4655. This 
service can be accessed by students. You can contact the Oral Health Service on tel:1300300850 
to arrange an appointment. 
 
Infectious Diseases  
Children contracting infectious diseases such as measles, mumps, colds, flu etc should be kept 
home until they are well to prevent a spreading of such diseases through the school. A special 
check should be kept by parents of such things as school sores and head lice. Check with the 
school for minimum periods of absence as per the Time Out information from the Department of 
Health included in this handbook (p. 21-22) 
*Covid19 Update. Any child who is showing signs of illness such as any COVID-19 symptoms, or 
feeling unwell, must stay at home and get tested. 
If a child is showing signs of illness at school, the school will contact the parent or carer to 
collect the child. 
 
Head Lice 
No school escapes the nuisance of head lice. If you are notified of an outbreak, please treat your 
child immediately and remain vigilant in case of re-infestation. Advice on head lice control is 
available from your health provider, local chemists and the school. 
 

Emergency Medical Situations 
If your child is injured at school or is seen to be at risk, you will be contacted immediately. If parents 
or their nominated person cannot be contacted, the school will call for an ambulance to provide 
treatment. This means it is very important that our records are up-to-date. Please notify the Admin 
Office if there are any changes to contact numbers or the names of people to be contacted in an 
emergency. Please ensure all people identified by you are aware of your nomination. 
 

 

tel:1300300850
https://www.qld.gov.au/health/conditions/health-alerts/coronavirus-covid-19/stay-informed/testing-and-fever-clinics
https://www.google.com.au/url?sa=i&url=https%3A%2F%2Fwww.worksafe.qld.gov.au%2Finjury-prevention-safety%2Fhazardous-exposures%2Fsun-safety&psig=AOvVaw05dF-A3QxqSeTBxVTE4usJ&ust=1585874510179000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCNCMnYvByOgCFQAAAAAdAAAAABAD
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Administration of Medication in Schools 
Please note that school staff are not permitted to administer any medication, including over-the 
counter medications, such as paracetamol, ibuprofen, naturopathic, herbal and homeopathic 
preparations and pharmacist-only medicines at school, unless: 
 

• The Parent/Caregiver forwards a completed: 

o Administration of Medication at School Record 

Sheet (Routine/Short Term Medication), or 

o Administration of Medication at School Record 

Sheet (Emergency Medication). Requests to 

administer emergency medication must also be 

accompanied by a written plan or letter from the 

treating medical specialist. E.g. Asthma Action Plan, 

Anaphylaxis Action Plan, Young Persons Seizure 

Management Plan.  

Copies of these forms are included in the enrolment pack and are available on the school 

website.  

• All medications MUST be in original packaging and MUST have a pharmacy label attached with: 

o Name of student,  

o Dosage of medication 

o Time medication is to be administered  

o Route of medication administration. 

If there are any changes to the medication or time/method of delivery a new form must be provided 
along with the new medication.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Specialised Health 
Please note that students that require specialised health procedures or nurse developed health 
plans will have referrals made to the EQ registered nurse. Parents will then be consulted by the 
nurse to ensure plans are accurate and up to date. 

 

 

 

 

Please note that all medications are to be delivered to the school office so that 
it can be counted in, recorded and securely stored in the medication  boxes 
located in each classroom. 
Medication should always be correctly labelled in pharmacy packaging.  
Any changes to medication will require a new Administration of Medication at 
School form to be completed.  
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Workplace Health and Safety 
Hervey Bay Special School will provide a healthy and safe workplace for all staff, students and 
visitors compliant with relevant policies and legislation.  
 

The school has a Workplace Health and Safety Committee which meets regularly to consider the 
safety aspects of the school in all of its activities, including teaching and learning, administration 
and any other activities that may occur within the school. 

 
 

We also play a vital role in supporting the 
mental health and wellbeing of all 
students in an inclusive learning 
environment. Students learn best in 
environments where their social, 
emotional and physical wellbeing is 
nurtured.  
 

Hervey Bay Special School follows the 
student learning and wellbeing 
framework, building a safe and supportive 
environment for all learners whilst 
building capability in our staff and 
students to thrive. Our school based 
Learning and Wellbeing team meet each 
fortnight in response to teacher and or/ 
parent referrals. Please speak to a 
member of the leadership team or your 
child’s teacher if you think a referral to this 
team would be beneficial.   
 
For further information on the Department 
of Education’s responses to student  
health, safety and wellbeing please check 

out: 
https://education.qld.gov.au/students/student-

health-safety-wellbeing  
 

 
 
 
 

 
Department of Education Accident Insurance Cover for Students 
Some school activities and physical education, particularly contact sports, carry inherent risks of 
injury. Parents are advised that the department does not have Accident Insurance cover for 
students. 
If your child is injured at school as a result of an accident or incident, all costs associated with the 
injury, including medical costs, are the responsibility of the child, parent or caregiver. 
Some incidental medical costs may be covered by Medicare. If parents have private health 
insurance, some costs may also be covered through the private health insurance. Any other costs 
would be borne by the parents. 
Student Accident Insurance is an insurance policy that pays certain benefits in certain 
circumstances should your child have an accident. 
It is a personal decision for parents as to the types and levels of private insurance they arrange to 
cover their child for any accidental injury that may occur. 
Parents should contact their insurer or an approved Australian insurance broker for more 
information about student personal accident insurance cover for their child. 

https://education.qld.gov.au/students/student-health-safety-wellbeing
https://education.qld.gov.au/students/student-health-safety-wellbeing
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School Improvement Priorities 
 

 
At Hervey Bay Special School we are committed to continuing improvement to enhance student 
outcomes. The following document summarises our 4 year improvement plan.  
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Curriculum  
  

 
At Hervey Bay Special School, we organise our school according to the following stages of 
schooling.  

Early Years Prep – Year 2 

Primary Year 3 - Year 6 

Secondary  Year 7 - Year 10 

Senior  Year 11 - Year 12 

 

In each stage of schooling, we provide the curriculum to meet student needs and interests and 
according to the school and community context. Our curriculum delivery helps us to engage 
students through exciting learning opportunities and support them to develop ‘skills for life’ – to be 
able to communicate effectively, advocate for themselves and to interact alongside others in a 
range of settings.  
 

Early Years, Primary and Secondary 
Students in  Prep to Year 10  access the full range of Australian Curriculum subjects in 
accordance with the Department of Education Curriculum, Assessment and Reporting 
Framework. The curriculum context is drawn from age appropriate levels, with the curriculum 
content being drawn from year level curriculum selected according to students individual levels of 
achievement assessed in class. An Individual Curriculum Plan (ICP) outlines the content that is 
taught and assessed each semester. Parents and caregivers are invited to be part of the 
curriculum decision process through an ICP meeting where student assessment results and work 
samples will be shared with you.   
 

English The Arts 

Mathematics Technologies 

Science Health and Physical Education (HPE) 

Humanities and Social science (HASS) Languages 

 
Year 10 students begin to look at their senior schooling pathways and post school opportunities. 
Each student will engage in a PATH plan (Planning Alternative Tomorrows with Hope) in Semester 
2 of Year 10. PATH is a planning tool that helps with the forward-planning process. 
At Hervey Bay Special School, we ensure every Year 10 student completes a Senior Education 
and Training (SET) Plan and has the opportunity to review this in Years 11 and 12.  
 

Senior Secondary  
Students in Year 11 and 12 move into their senior pathways – we will usually review their SET plan 
at the beginning of the year to support us in creating a curriculum plan for their Queensland 
Certificate of Individual Achievement (QCIA). Parents and students are invited to contribute to this 
plan.  The Curriculum organiser (Subjects) for QCIA are:  
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Extra-Curricular Activities 

 

 
Camps 
Our school includes school camps and excursions as part of its educational plan. These activities 
take a good deal of planning and preparation and are considered an important aspect of the whole 
school curriculum. 
You are strongly encouraged to ensure that your child participates. We always try to keep the costs 
to a minimum. 
Further details will be provided at a later date. 
 
Swimming 
Swimming lessons are included within our delivery of the HPE Curriculum. All swimming items e.g. 
togs; towel, bathing cap etc should be clearly named. You will be required to complete a medical 
checklist and give written permission for your child to be involved in this activity. Information and 
consent forms will be forwarded home during the year. 
 
Excursions and Incursions  
Throughout the year, classes will at times extend their classroom learning via excursions into 
community-based activities, or incursions bringing alternative learning activities into the school 
grounds. These activities are arranged to generalise what students have learnt in class and allow 
for additional practical application of their learning.  
Consent letters which detail the curriculum links and learning expectations will be sent home for 
your information and approval for each of these excursions. 
 
Wide Bay Interschool sports 
Eligible students in Years 7 to 12 that have met the entry requirements and school behaviour 
expectations are invited to participate in interschool sports alongside students from other Wide Bay 
schools.  
 
Work Experience 
Students in Senior Secondary have access to either school of community-based work experience 
activities. These will be discussed with parents / caregivers during PATH and SET planning 
meetings.  
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Positive Behaviours for Learning 
 

 
Hervey Bay Special School is committed to ensuring we provide a nurturing and disciplined 
environment where all students can learn, achieve and reach their full potential. As a staff we 
create a positive school environment where all students are included, feel safe and supported 
improves student learning outcomes. 
 
Positive Behaviour for Learning (PBL) is a comprehensive, integrated whole school approach to 
student wellbeing and behaviour. The PBL framework makes sure all students are explicitly taught 
the expected behaviours and establishes clear and consistent boundaries.  
 
Staff take a proactive, preventative approach to ensure all students receive the appropriate level of 
support to help them to be successful at school. Student outcomes are monitored so identified 
students can receive additional support when needed, and a minority of students can access 
intensive support as required to enable them to engage successfully at school.  
 
The PBL framework is an integral part of Hervey Bay Special School’s learning processes and all 
students are explicitly taught the expected behaviours and receive the appropriate level of support 
to help them to be successful at school.  
 
Our Mascot is Hervey. He provides a fun way for us to promote and talk about our school 
expectations.  
 
Our school expectations are: 
 

  
 
 
 
 
 

    
 
Students are explicitly taught the expectations, when and where they should be used and what 
each expectation looks like and sounds like. 
 
To reinforce positive behaviour at Hervey Bay Special School, staff distribute ‘Gotcha’ tickets to 
students who display one of the schools three expectations.  Students collect their Gotcha tickets, 
and exchange their tickets for reinforcers at ‘Hervey’s Gotcha Shop’.  Reinforcers range from 
participating in school activities with staff members such as ‘football’, to reinforcers such as puzzles 
and craft resources.  
 
The Student Code of Conduct clearly sets out expectations about staff responsibilities to support 
students to understand and meet behavioural expectations of the school, and guidance on the 
application, where required, of disciplinary consequences. This document is available on our school 
website. 
 
Each fortnight we hold a celebration assembly where we recognise student achievements. The 
schedule for these assemblies is posted on our school Facebook page.  
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School wide Expectations 
 

 
A set of behavioural expectations in specific settings has been attached to each of our three school rules. These have 
been differentiated to meet the diverse needs of our learners.  The School Expectations Matrix below outlines our 
agreed rules and specific behaviours: 
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NDIS ACCESS 
 

 
With the implementation of the National Disability Insurance Scheme there are processes for parents 
to request support within the school.  
 

The Department and Hervey Bay Special School are committed to improving outcomes for students 
with a disability by delivering high-quality education, supported by reasonable educational 
adjustments.  
 

In some instances, parents may request that NDIS providers deliver supports included in their child’s 
NDIS Plans (NDIS supports) at school, during school time.  
 

The Principal will consider requests from parents for NDIS providers to access and deliver NDIS 
supports within the school, during school time, on a case-by-case basis following the timelines set 
out below. Requests will be considered once per semester. All NDIS Service providers will be 
required to attend a school-based induction (or annual refresher) and provide mandatory paperwork 
prior to service delivery commencing.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

The department’s NDIS providers in schools policy, procedure and facts sheet, including a parent 
access request form, are available on the departments’ policy and procedure website. 
https://education.qld.gov.au/students/students-with-disability/national-disability-insurance-scheme  

https://education.qld.gov.au/students/students-with-disability/national-disability-insurance-scheme
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Parent and Community Code of Conduct 
Supporting learning, wellbeing and safety in every Queensland state school 
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Making a customer complaint  
Information for parents and carers 
 
During the course of your children’s school years, you 
may have cause to make a complaint about an issue 
with your child’s education.  
 
The Department of Education and Training is 
committed to ensuring that all complaints are dealt 
with in a fair and equitable manner. There are 
processes and support structures in place to enable 
you and your child to work through any issues or 
concerns you may have. 
 
To achieve an effective resolution for all parties, when 
making your complaint, you should ensure you: 

• provide complete and factual information in a 
timely manner  

• deliver your complaint in a calm and reasoned 
manner 

• avoid making frivolous or vexatious complaints  
or including deliberately false or misleading 
information.  

 
You should be aware that if you are making a 
complaint about a staff member, that in most 
instances the staff member will be told of the 
complaint and offered the right of reply. You also have 
the right to have a support person participate 
throughout the process.  
 
If your complaint relates to suspected official 
misconduct or criminal activity then you should make 
your complaint directly to the Crime and Misconduct 
Commission (www.cmc.qld.gov.au/)  or the 
Queensland Police Service (www.police.qld.gov.au/).  
 
The following 5-step procedure may assist 
parents/carers, and school staff to reach an outcome 
that is in the best interests of the student. 
 
1. Discuss your complaint with the class teacher  
If your complaint is with your child’s teacher or relates 
to an issue concerning your child’s experience at 
school, make an appointment with that teacher as 
soon as possible through the school administration. 
Discuss your complaint with the teacher and give the 
teacher an opportunity to suggest a solution. 
Together, both you and your child’s teacher, should 
then take steps to resolve the problem at this level.  
 

2. Discuss your complaint with the principal  
 
If after approaching your child’s teacher your 
complaint remains unresolved, make an appointment 
to see the principal to discuss the issue further. 
Alternatively, you and the teacher may agree to ask 
the principal to act as a go-between in informal conflict 
resolution in an attempt to resolve the problem.  
 
If your complaint is related to more general school 
matters, including issues of school policy or its 
compliance or non-compliance you should raise your 
complaint directly with the principal or his/her 
delegate. The principal may refer your complaint to a 
delegate such as a deputy principal or Business 
Manager. The staff member will make a record of your 
complaint and work with you to come to a resolution.  
 
Complaints to the principal may be lodged in person, 
by telephone, writing or via electronic format through 
the schools directory  then click on the email link. 

 

3. Contact your local education office 
If you have discussed your complaint with the 
principal and still feel that you have not reached a 
resolution, you have the right to contact your local 
regional office.  
 
Complaints may be lodged by telephone or in writing. 
Your complaint should be specific in detail, and 
outline the steps you have taken to resolve the issue. 
Ensure your complaint includes your full name and 
address and that you signed and dated it. You may 
choose to keep a copy for your records.  
 
Anonymous complaints will only be acted upon if 
enough information is provided to allow for follow up 
with the relevant school principal.  
 
When you contact your regional office, a record will 
be made of your complaint. You will also be advised 
that your name and the nature of your complaint will 
be reported back to the principal of your school. 
Regional office staff will then work with you and your 
school to seek a resolution.  
 
Addresses and telephone numbers of regional offices 
are listed in the White Pages of your local telephone 
directory and are also available through the schools 
directory   
 

http://www.cmc.qld.gov.au/
http://www.police.qld.gov.au/
https://schoolsdirectory.eq.edu.au/
https://schoolsdirectory.eq.edu.au/
https://schoolsdirectory.eq.edu.au/
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4. Independent review  
If you have not been able to resolve your complaint 
through these formal processes, you can lodge your 
complaint with the Queensland Ombudsman. The 
Ombudsman may be contacted at:  
 
Office of the Ombudsman,  
GPO Box 3314, Brisbane, Qld 4001  
 
Email: ombudsman@ombudsman.qld.gov.au Tel 
(07) 3005 7000  
Toll Free 1800 068 908  
Fax (07) 3005 7067 
 

The role of Parents and Citizens’ Associations 
(P&Cs)  
Complaints about services that are run or managed 
by the P&C at your school, for example after school 
care or the tuckshop, should be directed to the P&C 
in the first Instance.  
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Student protection  
Fact sheet for parents 
 

For Queensland state schools, there is no higher priority than the safety and wellbeing of their students. 
This fact sheet provides information about how schools respond to student protection concerns, including the 
mandatory reporting responsibilities of our state school staff. 
 
Reporting student protection concerns  
All school staff members must report reasonable suspicions of sexual abuse to the Queensland Police 
Service (QPS). Teachers, registered nurses and early childhood education and care professionals must also 
report reasonable suspicions of physical or sexual abuse to Child Safety when the child may not have a 
parent able and willing to protect the child from harm. These responsibilities are known as mandatory 
reporting obligations. 
The department’s Student protection procedure provides clear instructions to school staff members on how 
to report student protection concerns in a way that meets their mandatory reporting obligations. The principal 
or delegated staff member finalises the report and determines if the report meets the threshold for forwarding 
to Child Safety and/or the QPS. School staff members may make enquiries to determine if there is a 
reasonable suspicion of harm, and therefore that the threshold for reporting has been reached. However, 
schools are not responsible for undertaking formal investigations, or for substantiating allegations of harm 
against a child. 
If the principal or delegated officer determines that a report does not need to progress to Child Safety and/or 
the QPS, the child and their family may be offered a range of support options. One of these may be to refer 
the family to local support services, such as Family and Child Connect, to assist them to receive any support 
they may need.  
 
What happens when a school submits a report to authorities? 
When a principal submits a student protection report, Child Safety and/or the QPS will assess the information 
provided in the report and may take action to ensure the child’s safety and wellbeing. During this time the 
school will support the child and report any new suspicions of harm to Child Safety and/or the QPS. 
Sometimes the principal is notified of the outcome when Child Safety and/or the QPS decide to take action. 
If the report does not meet the Child Safety or QPS threshold for intervention and no action is taken, the 
school will continue to support the child. 
 
What if I suspect a child is being harmed? 
If you are a volunteer or visitor in a state school, and you suspect a child is being harmed, or is at risk of being 
harmed, you must discuss your concerns with the principal. All parents are encouraged to discuss any 
concerns regarding the possible abuse and neglect of students with the principal, guidance officer or the 
child’s teacher. A report will be forwarded to Child Safety and/or the QPS if the information meets the 
threshold for reporting. 
Every person has the right to make a report directly to Child Safety or the QPS. 
 
Confidentiality 
The identity of a notifier (a person who notifies Child Safety of suspicions of harm to children) is protected 
under the Child Protection Act 1999 (Qld). Any person who becomes aware of the identity of a notifier must 
not disclose the identity of the notifier to another person (with a few exceptions). Notifiers are also protected 
from liability for notification of, or information given about, alleged harm or risk of harm. 
 
Further information 
Members of the public can access information about child protection on Child Safety’s website. 
 
 

 

https://ppr.qed.qld.gov.au/pp/student-protection-procedure
http://familychildconnect.org.au/
https://www.csyw.qld.gov.au/child-family/protecting-children
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