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WILTJA RESIDENTIAL PROGRAM
OPERATING PROCEDURE

OBJECTIVE

ARRIVAL OF STUDENTS

Students are informed and re/-oriented to the procedures of Wiltja Way

PROCEDURES
Escorts brief students prior to arrival at Wiltja Residence.

All Staff members to be allocated specific duties this includes:

T
T

= =

= =4

All students to shower and change clothes

All students have a health check. A checklist is filled in and signed by the Youth Worker. Any medical conditions that may
require medical attentionisf ol | owe d u p /clmic dpdointaentd oct or 6 s

All student so6 r e qThis mug be folbowed up With enetherttreatenenttl meeknlater. if necessary.

Some students may require scabies treatment and this must be done immediately. This must be followed up with another
treatment 1 week later and recorded in daily task sheet.

Some students particularly new ones, will have documents regarding consent, health, school Abstudy etc, these are immediately
given to Assistant Manager. Relevant information is sent to school via Asst. Manager.

All students to move to allocated rooms, where they settle in their gear.

All students to submit extra cash to youth workers. Key cards are allowed for seniors only, all other keycards to be given to
manager for return to communities.

Mobile phones are allowed by seniors only, all others phones to be given to manager.
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All monies for students to be sent to WRP via fax from communities with explanation of use.

Staff is allocated for picking up extra students from the bus station/airport.

All studentds shoes to be inspePagmhmenanhdneedwspaorbebsaghil
Uniforms for school are allocated and sized.

All students clothes and personal items are name tagged.

Recreation activities to commence after all arrival procedures have been completed. BBQ for lunch with all students to ensure

new students are part of the group and return students re-orientated to Wiltja Way

=2 =448 -4 -5

WILTJA RESIDENTIAL PROGRAM
OPERATING PROCEDURE

BEDTIME
SCHOOL-WEEK

OBJECTIVE
To ensure that all students are in their rooms with minimal noise levels and ready for restful sleep.

PROCEDURE

At 7.30pm students come inside from recreation activities, unless offsite at sporting/othr activities. At 7.30-8.15pm students make their own
supper as per list and clean up after themselves. Student phones are to be turned off by 9.00pm. Student& rosters to each evening are
responsible for general supper clean up. Television will be turned off by 9.30pm. Junior students proceed to their rooms for bed. Any student
requiring medical attention should be seen to between 4pm i 8.00pm. Staff to move through rooms and along corridors helping students to settle
and giving warning of lights out between 9.45 and 10pm. At 10pm all lights should be out, students in their own bed and settled. Staff to
maintain presence in corridors until all activity has ceased.

Students to be educated about the responsibility of individual room responsibility.

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 6



NOTE: SENIOR STUDENTS (Yr 11& 12) are given 1 hour extra. TV may be watched till 10.00pm in their own area. Senior students to be in
bed at 10.30 with lights out.

BEDTIME AND GENERAL STUDENT ROOM TIDINESS EXPECTATION

Educate the students in the following responsibilities:

EACH NIGHT: TIDY ROOM AND HAVE UNIFORM AND GEAR FOR SCHOOL READY.

BEDS MADE DAILY BEFORE: = ON WEDNESDAYS STUDENTS STRIP BED FOR

SCHOOL CLEAN LINEN ALLOCATD BY CLEANERS

CLOTHES IN CUPBOARDS: CLOTHES AWAY, NOT ON THE FLOOR OR ON THE BED.

ROOMS CLEAN: FLOORS SWEPT, NO CLOTHES OR RUBBISH ON DESKS, NO FOOD ON ROOMS
RESPECTING ROOMS: NO DAMAGE OR GRAFFITI

KEEP RESPECTFUL NOISE LEVELS
A COPY OF THESE EXPECTATIONS IS APOSTEDO I N ALL STUDENTS ROOMS.

WILTJA RESIDENTIAL PROGRAM
OPERATING PROCEDURE

BOMB THREAT

1. 11
If by telephone
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Do not hang up.

Keep caller talking.

Advise Coordinator/Chief Fire Warden and State information and location.
Call Police/inform Fire Warden.

Fill put bomb threat form as you are speaking to caller

= =4 =4 -8 A

1.2
If object found
9 Do not touch.
1 Report the find.
1 Evacuate the area (immediately).
1 Remembering to leave open all windows and doors.

2. Treat all bomb threats as genuine T record exact information on Bomb Threat.

3. Prepare to evaluate at the direction of the fire warden or police.

DO NOT RE-ENTER THE AREA UNTIL ADVISED BY
FIRE WARDEN/MANAGER/M.F.S.

THE SEARCH TEAM

Look for ANYTHING NOT FAMILIAR to the area.
A bomb can be suspected when:

A package is foreign to the premises

A package fits description given by the caller

The package is marked BOMB or something similar

The size, weight, shape, sound of the package is suspicious
The origin of the package is not known

= =4 -8 -4 -9
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1 There is evidence of fresh diggings, footprints, marks etc on the outside of the buildings, or pieces of wire, tape, and explosive
wrappings, etc.

Furniture etc has been re-arranged

Signs of tampering with electrical installations

Other fittings have been moved

—- —a —a _a

Look for disturbance in dust, cobwebs, scratched paint, new components introduced etc.

WILTJA RESIDENTIAL PROGRAM
OPERATING PROCEDURE

BOMB THREAT (contod)

BOMB THREAT 14, Callers voice

Accent (specify) éeéeéeéeéeeé

ON YOUR TELEPHONE | A imoediment (specifv) é & 6 6 6 & 6 6 6 & &

Remember, DONG&6 T hang u

Keep Calm _ .
Diction (clear, muffl ed)
Try to obtain as much information as Manner (calm, emotional,
possible in answer to these questions Did you recognise the vo
I'f so, who do you think
Was the caller familiar

15. Threat Language
WellSpoke n ééééééééééééé. ééé

BOMB THREAT CHECK LIST I ncoherent eeeeeeeeeeeece

QUEST'ONSTOASK Il rrational ééeééééeeeecée

Taped éééécééééééeecececééeé
Message read by caller é
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BUS AND VEHICLE PROCEDURES

GENERAL INFORMATION

1. Busand vehicle keys are located in the Staff Duty Office (Vehicle Compound [rear of AES] is Youth Worker master and included on each
set of vehicle keys).
Buses must be kept in Bus compound on site once students settled for night.
Check which bus to use according to activities logged, record bus taken, time of departure, expected return and # of students.
4. For any other general information, eg servicing, maintenance etc refer to
1 Maintenance Officer
1 Manager of Wiltja Residence.

wmn

CHOICE OF VEHICLE USED
At all times check with scheduled activities before choosing a vehicle
Priorities are:
1. Leased 14 seaters
2. 22 seater bus
3. Managerdés vehicle
Whereonly1l-3 students are taken, the manager6és vehicle, if available
TAXIS
Personal vehicles are not permitted to be used for student transport. A taxi is to suffice when no other vehicle is available.

Taxis are to be the last choice and only used where it is inconvenient or inappropriate for a staff member to leave other students.
Where students are returning from lands, taxis are preferred for convenience of student supervision. (unless new student in Adelaide for first time)

Team Coordinators to handle taxi vouchers. Time, place amount and purpose of destination to be recorded accurately, or reconciliation may not be
granted by DECS and staff member will be responsible for payment.
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PROCEDURES PRIOR TO USE OF VEHICLES

Check bus registration expiry date and bus passenger (capacity).

Check fuel, oil, water, tyres, horn, lights and indicators.

Ensure bus has an up-to-date street directory.

Ensure bus has garbage bin and tissues.

Fill out logbook.

Take roll of passengers and leave information in office log book (via radio or with attending departing youth worker) in duty office re:
9 Purpose of trip Destination  Estimated departure and return time
1 Numbers of passengers (Names of passengers on white board only)

1 Name of driver Other relevant information

Take mobile phone with you when available.

8. Take notice of condition of vehicle eg cleanliness, damage etc.

report to previous driver and attend to asap when return from trip.

oakrwdE

~

PROCEDURES AFTER BUS USE

Fill out logbook.

Refuel bus including oil and water WHERE NECESSARY (no students on board)

Clean bus ready for next use. Passenger assistance is encouraged. Replace plastic bag liner when bin full.

Put bus away in compound and return keys to duty office at the end of the day.

Report any bus problems; bus damage in Vehicle Maintenance book, (in pigeon hole), passenger misconduct to the Team Coordinator
and record observation or behavior report, safety issues to the Manager.

= =4 =4 -8 -9

REFUELLING OF GOVERNMENT VEHICLES

9 Itisthe DECS policy that students are not in a vehicle when re-fuelling with Petrol. Refuel on way back from school after morning drop
off or on way to school before student pick-up.

Use Service Station according to charge card located on key ring.

Turn off mobile phones and any other electronic equipment (fridge etc).

= =

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 12



Smoking is not permitted in DECS vehicles. Do not smoke or have/use have naked flame (Gas fridge)

Make sure you check correct type of fuel is used i diesel in all WRP vehicles.

Give Odometer reading when signing receipt.

Record fuel details in log book.

Put fuel receiptinFi nance Offi cerds pigeon hole with you initials on

= =4 =4 -8 A

DRIVER ELIGIBILITY
SAFETY AND GENERAL RESPONSIBILITIES OF BUS DR IVERS

1. Driver Eligibility
T Bus Driverd6s must have held a driverds |Iicence for at | eas:!
1 CLASS LR T Bus less than 30 seats (adults)
1 Heavy Vehicle Class HR T Over 30 seats, (but not double-decker or extended bus)
91 DECS owned and operated buses are not used for the purpose of Passenger transport service as defined in Passenger transport Act and
therefore drivers are not required to be ACCREDITED under this Act. DETE Transport Guidelines page 1-112.

2. Safety

Never drive buses (etc) if sick or overtired. (Particularly important when carrying passengers).

Wear seat belts including all students (where fitted).

Observe speed limits and all traffic regulations.

All students must be seated quietly and wearing seat belts before any drive commences.

Do not leave passengers in vehicle at any time (students unsupervised.).

Always remove keys whennotinbus. St udents never to have access to keys or
Do not put any student off the bus for discipline reasons.

Do not try to discipline while driving, pull over and discipline when necessary.

Lights should be on low beam while carrying students to school at all times T DECS Transport Guidelines page 1.109.

Standing on buses is not permitted where seat belts are fitted.

Standing on buses is only permitted where seat belts are not fitted and for limited numbers (see further information next few pages) and
even then for trips of less than 20 minutes, and only if safety handles are fitted to bus. Check on these requirements prior to allowing any
standing passengers.

=4 =2 =0_-0_9_9_95_42_24_-°._-2-
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1 Ensure bus has adequate First Aid Kit, full Fire Extinguisher and that Emergency exits are in working order.
1 Eating and drinking on buses is not permitted
1 No non DECS personnel can be transported without the written permission of the District Director.

3. Other General Responsibilities and Rules

9 Towing of trailers has specific conditions, which apply, please check on these prior to use of trailers. Eg Insurance cover does not extend
to trailers, refer DECS Transport Guidelines for further information (see attached).
1 The fixing of advertising, stickers, signs etc is not permitted on buses, except the prescribed Wiltja Logos.

4. Bus Breakdowns
If bus breaks down en route:

1 move vehicle to side of road and in safe place for students

1 notify Team coordinator via mobile phone, for replacement to pick up students

1 For 22 seater call RAA. For Fleet SA Cars, call Fleet SA Roadside Assistance (# on left hand of windscreen, and on key holder)
1 Attend to students till replacement vehicle arrives.

5. Bus Service and Maintenance Procedures.
Please log information in Vehicle Maintenance log book and email to Maintenance Officer and Manager.
Government regulations for drivers of government vehicles

See Pages 124-126 & 151 (http:/www.decs.sa.gov.au/docs/files/communities/docman/1/AlG-section 2.doc) This document refers to many
points applicable to bus drivers of government vehicles.

Excerpt From Transport Division
9 Constantly monitor gauges and warning systems and stop the bus on any indication of fault. Report the fault immediately to the service
garage. Any other suspected or noted faults must also be reported to the garage. In cases of damage to a bus, which can be proven to be
caused by driver negligence, the Minister reserves the right to recover all or part of the costs.
1 Ensure that doors are closed when the bus is in motion.
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Ensure that keys are not left in the ignition when the bus is not being driven, and that the bus is locked when unattended.
Ensure that the parking brake is engaged when unattended.

Ensure that the parking brake is engaged when the bus is stationary.

Fuel the bus.

Stop at all uncontrolled railway crossings.

Avoid reversing a bus unless a responsible person is available to provide guidance.

Ensure that students remain seated when bus is in motion.

Do not convey any person other than approved students and passengers.

Do not allow parcels or equipment, other than hand held luggage, to be carried on the bus.

Arrange delivery of the bus for services and repair work as required, issue and sign order prior to work being performed.
Complete entries in the Bus Log Book daily.

Maintain the bus in a clean condition, inside and out.

Ensure that fire extinguishers are regularly checked and maintained in an effective working order.

Ensure that first aid kits are maintained in a clean condition and stocked in accordance with the list provided in the Kit.
Report all vehicle accidents immediately.

Do not drive in bare feet, thongs or derivatives, or high-heeled shoes. (WRP staff to wear enclosed shoes whilst on shift).
Do not use earplugs, earmuffs or earphones while driving a bus.

A zero blood alcohol reading is required by legislation whilst driving a government vehicle (any breach could result in dismissal).
Do not take any drug likely to impair performance as a bus driver.

No smoking in buses.

=2 =A-0_0_9_9_9_42_42_2_92_-2_-2_2_-29_-2°_-2°_-°_-2._--2

Procedures from DECS Transport Guidelines
1. Toe bars and trailers.
2. Accidents (including Accident/Incident Report forms).
DETE TRANSPORT GUIDELINES PAGE 124-126

Tow Bars
The fitting of tow bars to DECS buses is permitted only on mini-buses, subject to the following conditions:
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1 Schools are responsible for all costs associated with the purchase and installation of an approved tow bar, tongue and light fittings. The
cost of removal of this equipment is also the responsibility of the school.

The installation must be carried out by a qualified person.

The trailer to be towed behind the bus must meet the conditions stipulated in Trailers.

= =

Trailers
School councils are permitted to purchase trailers for use with buses, subject to the following conditions

9 The towing of trailers behind DECS buses is restricted to mini-buses.
9 All costs associated with the purchase, registration and operation are met by the school council.
Cleaning of Buses

The cleaning of DECS owned buses inside and out is the responsibility of drivers. Principals should make school facilities and equipment
available for such purpose.

Fueling of Buses
As a general rule, petrol powered buses should not be fuelledwhile students are on boargand all care must be taken to ensure that potentially
hazardous situations are avoided. In the case of diesel-powered buses, no restrictions apply. The fuelling of buses must be undertaken in such a
manner so as not to affect bus timetables.

Seating @pacity (for vehicles without seat belts)

Seat sizes are prescribed by legislation as follows:

Three children up to the age of fourteen years may occupy a double seat of not less than 860mm in width providing that:
1 The gap between the seat backs is not greater than 100m

9 The gap between the seat cushions is no greater than 50mm
9 The seat backs remain in the upright position when three children occupy the seat.

The seating capacity by these measurements is a guide as to the maximum number of students who can be seated, and depending on the actual
physical size of students, the optimum bus seating capacity may or may not be met.

Bus Accidents
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All accidents involving Government vehicles must be reported to the Police within 24 hours of the accident occurring. In addition, the accident
must be reported to the Principal on a Vehicular Accident Report Form. The report must be sent immediately to the Coordinator, Transport
Services to enable follow-up action, including repairs, to be initiated.

In cases of personal injury suffered as the result of a bus accident, the following is to apply:

1 DETE Bus 1 An Accident/Injury report (ED-155) must be completed and forwarded to the Manager, Occupational Health and Safety Unit.
A copy of ED155 must be attached to the Vehicular Accident Report Form.

9 Contract Operated, School Owned and Charter/Hire Buses T Accident/Injury Report (ED-155) must be completed in the event of injury to
school children and

91 DETE staff and forwarded to the Manager, Occupational Health and Safety Unit.

1 Where an injury to school children and DETE employees is of a severe nature eg. head injuries, loss of limbs, additional statements should
be sent by the Principal to the Support Services Centre as soon as possible.

Bus Accidents Contdé.
In accidents involving other than Government vehicles (eg. contractor operated school buses), the Principal must be notified of the accident as
soon as possible.

Drivers of Departmental buses are not to make any statement about the accident to other than police officers, unless departmentally instructed.

Where damage is sustained to a departmentally owned and operated bus, the driver or other responsible person must determine whether the
vehicle is safe to be driven. The damage must be reported as soon as possible to the servicing garage.

In cases where negligence on the part of the driver can be proven, the Minister reserves the right to recover all or part of the repair costs from the
driver.

School owned buses
School councils are permitted to purchase buses for school use and they are responsible for:
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9 All costs associated with purchase, registration, compulsory third party insurance and operation of the bus.
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CASH ADVANCE FOR RECREATION WEEKEND ACTIVITIES

The process of providing cash for weekend recreation activities has been determined in consultation with Department auditors. There are
guidelines for cash transactions, which must be met. The following implemented a system is for this purpose:

This is not a petty cash advance or float so it must be accounted for separately.

1. A cash advance will be provided every Thursday based on estimated expenses.

2. Submit Payment Request form to Manager by Monday (2 weeks advance) for approval.
3. Cheque will be available to be cashed Thursday am.

4. Record details of expenses, reconcile to envelope and return to Finance Officer by Monday morning with cash not expended to Recreation
Safe.

5. Non-expended cash will be receipted and re-banked.

6. Expenses will be allocated against the expense line indicated on the detail sheet.
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CHILD PROTECTION

MANDATORY NOTIFICATION

POLICY STATEMENT

Wiltja Residence has education as its core work. Part of the vision statement of PYEC, (our governing body) and WRP is:
Ato provide a safe and whichyopng pedple areevalubdiand mumuged teeenable thenoto develop tross n
cultural and other social and living skills and reach thei |

Therefore:

Wiltja is committed to confronting the issue of all areas of wellbeing (within the Department guidelines and in collaboration with PYEC
& AES Wellbeing team). We recognize the complexity of the factors, which lead to child abuse in its many forms, and acknowledge that
many of the factors are beyond our control or influence, however, Wiltja ensures that all components of our programme be a place where
children can be safe, feel safe and grow to understand what safety is about.

We aim to develop the physical, mental, emotional and spiritual wellbeing of all Anangu students, this involves at times the reporting to
the correct authorities the many forms of abuse put upon these youth.

Rationale

Wiltja recognises the significant part our programme has to play in the protection of students from abuse and neglect. Educators have a
fundamental role to play in protection and prevention. All students need to know and believe that they have the right to be safe at all

ti mes and that others have the same r i ght abilaywsghanWdtfa, yhere thekee r e
are hindered they must be challenged and changed. The instigation of a child protection policy is a positive effort arising out of the

concern for the safety and welfare of students.

Scope

The aims of this initiative is that students of today, who will be parents of tomorrow, will not regard abuse as an acceptable way of
treating children.
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WRP makes every effort to ensure that all staff come with sufficient training and skills to implement DECS requirements to Child
Protection. WRP is committed to continue to update all staff in these areas.

It is a legal requirement (Mandatory Notification) of all staff to report to Management; if on reasonable grounds that a person suspects
maltreatment or neglect of a child.
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CHILD PROTECTION

MANDATORY NOTI FI CATION (cont 6d)

PROCEDURES
Staff therefore have an obligation to:
Provide a physically and psychologically safe environment for students in the Wiltja Programme.

Model and encourage students to develop and use skills that will empower the students to protect themselves in potentially unsafe
situations.

Ensure that student management practices are administered in a manner that reflectsthe s t u d @ignity énd that these practices support
their knowledge and understanding of the issues and the long term practices for youth.

Promote positive models of behaviour between staff and students that reflect respect and consideration.

Monitor and evaluate programmes and activities on a regular basis and ensure these programs are put into practice with students so they
become confident in using respectful and safe strategies.

Staff has a responsibility, if on reasonable grounds that person suspects maltreatment or neglect of a student, to report this to
Management.
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CHURCH ATTENDANCE

OBJECTIVE

To help the students who come from Christian families to maintain the habit of attending church worship regularly as desired by their
parents

This applies to students whos e TRDENMt <€ ONSBVEN Ti rFdiRAVEStoe d hart  tt |
children to attend church services whilst residing at the Wiltja Residence.

PROCEDURES

Wiltja Residence provides the opportunity for all students to attend a Christian service on Sunday nights. This is in conjunction with
Uniting Aboriginal & Islander Christian Congress SA & Lutheran Aboriginal Ministries Committee.

On Sunday evenings from 6-7.30pm, the boys meet, then the girls, or vice-versa, for a time of singing, story telling and prayer. It is open
to all students on a voluntary basis. The service time is approx 40 mins each and may extend longer if students are actively engaged.

Any student, who indicates they would like to attend a church service outside Wiltja on a Sunday, may attend the Northgate Life Centre 2
blocks from WRP. We have an authorised volunteer from that church, who regularly spends time with our students and he oversees them
at the church and ensures their safety and return. If they have a specific church outside Northgate, it is preferable if arrangements can be
made with that church during the week and a church leader is responsible to take the student via the Exeat Forms.

When there are specific event services at the above church groups, all students are offered the invitation to go and are transported and
supervised by WRP as an activity for all.

Wiltja ensures that studentsmaygo t o one of the churches of the parentds cho

churches.

Mainline

Anglican Baptist Salvation Army Lutheran
Uniting Church of Australia Roman Catholic
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Aboriginal Evangelical Fellowship

Pentecostal
Assembly of God Christian Revival Crusade
Vineyard Christian Fellowship Bethesda
Students may attend other sectarian groups like Mormons, Sev ent h Day Adventi st s, Chr i s tonlyafn S

parents specifically request that their children be supported to go to one of those particular groups.
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COMMUNICATION

THE PRINCIPLES OF EFFICIENT AND EFFECTIVE COMMUNICATION

Efficient and effective flow of information refers to timely distribution and exchange of information to all interested parties (groups and
individuals) and the clarity of messages by using proper forms and formats.

1 Day to day communication with the School via FAX and phone
- medical attendance
- attendance numbers
- observed behaviours
- other appointments or issues

1 Daily communication between accommodation staff
- Handover
- Behaviour/Observation Reports
- Medical
- Transport and recreation activities

91 Daily communication with the Recreation Coordinators
- Medical
- Behaviour management (includes consequences given)
- Weekend programs and activities
- Availability of student to participate in recreation activity due to exeats, consequences or other reasons.

RESPONSIBILITIES
The responsibilities of all employees

All employees working within DECS have a responsibility to communicate efficiently and competently in line with departmental guidelines and
the communication policy.
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Employees have a particular responsibility for achieving the following outcomes:
1 Follow strictly all guidelines which support effective communication
1 Observe personal development to maintain high level of communication skills
1 Contribute to worksite and organisational activities by producing high quality documents
1 Maintain proper records in line with departmental guidelines

MAINTAIN EFFICIENT AND EFFECTIVE COMMUNICATION TO FACILITATE
THE DELIVERY OF HIGH QUALITY SERVICE

It is important to respond at all times to changing individual needs as well as anticipating changes to the environment, organisational and
personal growth needs.

We need to identify all groups and channels involved in Effective Communication process.

INTERNAL EXTERNAL
Wiltja Residence DECS Department
Students Wiltja School / Lands Schools
Youth Workers Aboriginal Education Workers
Recreation Coordinators Parents
Administration Medical liaison
Manager Community Members

Assistant Manager
Team Coordinator
Maintenance
Catering and Cleaning
Must have procedures to identify the standard of service delivery.

Separate policy for the Media.

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 27



Use of all the below are used to ensure accurate communications

Memos Records

Reports T Observation/Behaviour Medical

2 Way-radio Fire Procedure
Newsletter Emergency procedures
Telephones

Emails Network T Internet

Fax

Log Book

Handover
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COMMUNICATION

MAINTAIN EFFICIENT AND EFFECTIVE COMMUNICATION TO FACILITATE
THE DELIVERY OF HI GH QUALITY SERVICE (contdd)

DECS SCHOOL MEDICAL SERVICES

/ PARENTS

< STUDENTS

< YWHETIA STAFF
RESIDENCE

THER SERVICES I COMMUNITY MEMBERS

ADMINISTRATION
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COMMUNICATION RESIDENCE / SCHOOL

MORNING & AFTER NOON COMMUNICATION OF RESIDENCE ACTIVITIES AND STUDENT MOVEMENT  WILTJA RESIDENCE
& WILTJA SCHOOL

OBJECTIVE

To inform the Wiltja School of all relevant information pertaining to the Students.

PROCEDURES

Before 8.30am Day shift to send fax to school with relevant information. This includes student numbers, students not in uniform or wearing
shoes, students home sick or attending later in the day, and medical appointments.

Telephone school about any confidential items informing of all behaviour management issues that have arisen the previous evening (relevant) or
throughout the morning.

Any student who leaves after the Wiltja bus who is using public transport, inform school as they leave. School to inform Wiltja when student
arrives at school.

Before pickup in the afternoon, Wiltja School faxes us all information about the day. Behavioral issues, non-attendance in class, students on
extra curricula activities, their transport home details and any other matters.

Short excerpt from memo WRP to WSP
Term 1&2 2008 new procedures communication to school

RECESSES
Due to the new Departmental guidelines on nutrition, and sometimes unequal portions some students choose at recess:
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All students have WHS bags, lunch box and water bottle .At breakfast all students will choose a recess portion and make their own lunch. Students will
have their own water bottles at school and fruit boxes will be deleted from their diet.

DAMAGE AT SCHOOL

Any damage a student/s causes at school, including equipment and stationery will be invoiced to the student and WSP and WRP will work together
with student for them to pay their invoice, and reduce damage. An invoice will be given to student at school and then a faxed invoice to WRP. From
their pocket money the damage bill will be paid. The student will pay to the school the monies on the Monday.

UNIFORMS & BUSES AM & PM
PROCEDURE FOR SCHOOL DROP OFF and PICKUP.

DROP OFF
2 teachers will meet the bus in the am.

1 for each bus. As students alight, teacher will check their uniform and hold aside any student not in correct attire.

All uniformed students will go inside school and the student/s in incorrect uniform will then reboard the bus, return to WRP and change to correct
uniform, then be driven to Regency Rd/Hampstead Rd to catch the bus (circle line #100) to school.

Staff will wait at the stop with them and put them on the bus, and by mobile phone inform the school that the student has boarded.
When the student arrives back at school the time missed will then be made up at recess and lunch time till completed.
PICKUP

Before the bus leaves WRP, Ashley will send fax, (we have a new fax for them to fill in) with all students # to board bus, any issues, missing students
etc.

1 or 2 teachers will bring students to the bus to board at WSP.
Any changed information since the fax to WRP will be on the daily log book and verbally transmitted to WRP staff.

ABSCONDING FROM SCHOOL or LESSONS
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If student/s absconds from school, a missing person report will be sent to police, parents will be informed, student will make up time and all
information will be recorded on the daily log at WSP and daily log at WRP.

The pm WSP to WRP fax will have information about the incident and the consequences given and any follow-up or monitoring to occur. Likewise we
will inform them of any absconding from WRP.
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Daily fax example
WILTJA PROGRAM COMMUNICATION (WSP i WRP)

To: Rosemary/Anthony From: Ashley/ Dateéeéeeeeéeéeé. 2008

Travel Numbers

Student Bus Girls Boys Total
#0s

Students not # Names # Names
on bus

Reason eg
Sport/detention

Students at # Names # Names
Other events

Health details

Name of student | Symptom Action taken Follow-up comments
required
School Day
Absconded from Names Time | Consequence Reason
school and not
returned
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Absconded but
returned to school

Missed class/s
(how many
classes)

Behavioural/Development Issue/Observation

Name Issue/observation

Action taken

Comments

Any ot her

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc

nf or mat

i on/ teacher

observat

Page 35

on

comment/ achi

evements

e



CONFIDENTIALITY / INFORMATION PRIVACY

SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
(Re-issued 30 July 1992)

PART 1
PRELIMINARY
Short Title
1. This I nstruction may be called the Al nformation Privacy Princi

Commencement and Application
2. 1) This Instruction will come into effect on 30 July 1992.
(2 Subject to any contrary determination by Cabinet, this Instruction shall apply to-
Q) At he public sectoro as that expression is defined in Se
(i) any agency or instrumentality of the State of South Australia that is subject to control or direction by a Minister.

3 This Instruction shall not apply to an agency that appears in the attached schedule.

Interpretation
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3. Q) In this Instruction-

Afagencyod means an agency that fall s ruanttdthe provisidnseof Chawseif2g of ap
At he Committeed means the Privacy Committee of South Austr,
APersonal informationd means information or an ogdnaurabperson wh

whose identity is apparent, or can reasonably be ascertained, from the information or opinion.

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 37



SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
(Rei ssued 30 July 1992) (cont o6d)

PART 1
PRELIMINARY
APrpalciof ficerdo means in relation to an agency:

@ the person holding, or performing duties of, the Office of Chief Executive Officer of the agency:

(b) if the Government Management Board declares an office to be the principal office in respect of the agency - the person holding,
or performing the duties of, that office: or

(© in any other case - the person who constitutes that agency or, if the agency is constituted by two or more persons, the person who
is entitled to preside at any meeting of the agency at which the person is present:

3t

the Principlesd means the I nformation Privacy Principles

3t

reesarbdg ect o means a person to whom personal i nformation re

SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
(Re-issued 30 July 1992)

PART I
INFORMATION PRIVACY PRINCIPLES

Principles
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4. The principal officer of each agency shall ensure that the following Principles are implemented, maintained and observed for and in respect of all
personal information for which his or her agency is responsible:

SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
(Re-issued 30 July 1992)

PART Il
INFORMATION PRIVACY PRINCIPLES

Collection of Personal Information
1) Personal Information should be not collected by unlawful or unfair means, nor should it be collected unnecessarily.

(2)  Anagency that collects personal information should take reasonable steps to ensure that, before it collects it or, if that is not practicable,
as soon as practicable after is collects it, the record subject is told:

@ the purpose for which the information is being coll ecte:

(b) if the collection of the information is authorised or required by or under law - that the collection of the information is so
authorised or required; and

(© in general terms, of is usual practices with respect to disclosure of personal information of the kind collected.

3 An agency should not collect personal information that is inaccurate or, having regard to the purpose of collection, is irrelevant, out of
date, incomplete or excessively personal.

Storage of Personal Information

(4)  An agency should take such steps as are, in the circumstances, reasonable to ensure that personal information in its possession or under
its control is securely stored and is not misused.
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Access to Records of Personal Information

(5) Where an agency has in its possession or under its control records of personal information, the record-subject should be entitled to have
access to those records in accordance with the Freedom of Information Act 1991.

SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
(Rei ssued 30 July 1992) (contdd)

PART Il
INFORMATION PRIVACY PRINCIPLES

Correction of Personal Information
(6) An agency that has in its possession or under its control records of personal information about another person should correct it so far as it

is inaccurate or, having regard to the purpose of collection or to a purpose that is incidental to or connected with that purpose,

incomplete, irrelevant, out of date, or where it would give a misleading impression in accordance with the Freedom of Information Act
1991.

Use of Personal Information
(7) Personal information should not be used except for a purpose to which it is relevant.

(8) Personal information should not be used by an agency for a purpose that is not the purpose of collection or a purpose incidental to or
connected with that purpose unless:

@ the record-subject has expressly or impliedly consented to the use;

(b) the agency using the information believes on reasonable grounds that the use is necessary to prevent or lessen a serious and
imminent threat to the life or health of the record-subject or of some other person.
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(© the use is required by or under law; or

(d) the use for that other purpose is reasonably necessary for the enforcement of the criminal law or of a law imposing a pecuniary
penalty or for the protection of the public revenue or for the protection of the interests of the government, statutory authority or
statutory office-holder as an employer.

9) An agency that uses personal information should take reasonable steps to ensure that, having to the purpose for which the information is
being used, the information is accurate, complete and up to date.

SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
(Rei ssued 30 July 1992) (contdd)

PART II
INFORMATION PRIVACY PRINCIPLES

Disclosure ofPersonal Information
(10)  An agency should not disclose personal information about some other person to a third person unless:
@ the record-subject has expressly or impliedly consented to the disclosure;

(b) the person disclosing the information believes on reasonable grounds that the disclosure is necessary to prevent or lessen a serious
and imminent threat to the life or health of the record-subject or of some other person;

(©) the disclosure is reasonably necessary for the enforcement of the criminal law, or of a law imposing a pecuniary penalty or for the
protection of the public revenue or for the protection of the interests of the government, statutory authority or statutory office-
holder as an employer.

Acts and Practices, and Disclosure of Inforration to Staff of Agency Etc.
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5. For the purposes of this Instruction-

@ an act done or practice engaged in by, or personal information disclosed to, a person employed by, or in the service of, an agency in the
performance of t hemplaymentshal be deenied td Have beqn éone r@ngaged in by, or disclosed to, the agency;

(b) an act done or practice engaged in by, or personal information disclosed to, a persona on behalf of, or for the purposes of the activities of,

and unincorporated body, being a board, council, committee, subcommittee or other body established by, or in accordance with, an

enactment for the purpose of assisting, or perform in functions in connection with, an agency, shall be deemed to have been done or
engaged in by, or disclosed to, the agency.

SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
(Resi ssued 30 July 1992) (cont o6d)

PART Il
INFORMATION PRIVACY PRINCIPLES

Agencies to comply with Principles

6. An agency shall not do an act or engage in a practice that is in breach of or is a contravention of the Principles.

Collecting of Personal Information

7. For the purposes of the Principles, personal information shall be taken to be collected by an agency from a person if the person provides that
information to the agency in response to a request by the agency for that information or for a kind of information in which that information is
included.

SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
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(Re-issued30 July 1992)

PART Il
COMPLIANCE WITH PRINCIPLES

8. The Committee may at any time on its own initiative appoint a person (whether or not that person is a public employee) or the Commissioner for
Public Employment to investigate or assist in the investigation of the nature and extent of compliance of an agency with the Principles and to
furnish a report to the Committee accordingly.

Reporting Procedures Pursuant to this Instruction

9. Each principal officer shall furnish to the Committee such information as the Committee requires and shall comply with any requirements
determined by the Committee concerning the furnishings of that information including:

(a) the action taken to ensure that the Principles are implemented, maintained and observed in the agency for which he or she is responsible;

(b)
(©)

SOUTH AUSTRALIAN GOVERNMENT
Cabinet Administrative Instruction No. 1 of 1989
(Rei ssued 30 July 1992) (contdd)

PART Il
COMPLIANCE WITH PRINCIPLES

the name and designation of each officer with authority to ensure that the Principles are so implemented, maintained and observed,

the result of any investigation and report, under Clause 8, in relation to the agency for which he or she is responsible and, where
applicable, any remedial action taken or proposed to be taken in consequence.
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Agencies Acting Singly or in Combination

10.  This Instruction and the Principles shall apply to the collection, storage, access to records, correction, use and disclosure in respect of personal
information whether that personal information is contained in a record in the sole possession or under the sole control of an agency or is
contained in a record in the joint or under the joint control of any number of agencies.

SCHEDULE: CLAUSE 2 (3)
AGENCIES TO WHICH THIS INSTRUCTION DOES NOT APPLY

State Bank of South Australia
State Government Insurance Commission
Wor ker s Rehabilitation and Compensation Corporation
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CRITICAL INCIDENT / EMERGENCY PROCEDURE

AT ALL TIMES, ENSURE THAT THE SAFETY OF STUDENTS AND STAFF IS THE MOST IMPORT ANT CONSIDERATION

When a situation arises which a member of staff UesitethsCritical be O6cr i f
Incident/Emergency proceduskould be followed.

1. As soon as possible, inform the mosenior person on duty so that decisions can be reached effectivelyhe order of seniority is:
1. Team Coordinator on shift 2. Manager  3.Assistantt Manager

With the support of team, control the situation

Assess need for medical attention

Assess tsident involvement in critical incident

Resolve the situation

Report the situation to all required person/s, authorities

Debrief with students and reconcile/counsel

Debrief with staff and reconcile/counsel

Review incident monitor and plan best practice insimilar incidents
0. Record any changes to procedure or practice

HOONOOAWDN

Control the immediate situation Ask the critical questions:
a) Are any students exposed to danger?
If yes, remove student/s to safe, supervised area.
b) Do you require assistance from other staff?
If yes, get assistance, call code Red on radio and give location

Assess need for medical attentiorAsk these critical questions:
a) Have any students/staff been hurt in the critical incident?
b) Are any students/staff in need of medical treatment? If yes treat with on site first aid.
c) Are any students in need of treatment from a local GP or locum?
If yes, arrange adult escort and transport to surgery or house call.
d) Are any students in need of emergency treatment?

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 45



If yes, team coordinator to contact emergency services.

Assess student involvement in the critical incidentAsk these critical questions:
a) Do you require assistance from other staff?

If yes: Call code red on radio and give location

If no: resolve the situation

Involve Anangu staff to help resolve the situation where appropriate

a) If you know what has caused the incident be sure to communicate this to all staff involved, remembering that some issues are of a sensitive
nature and should not be made public knowledge.

b) Do you require assistance from external sources (eg: police, ambulance etc)

If yes: then the team coordinator in consultation with Managers will contact the relevant agencies or delegate a member of staff to do so.

Resolve the situation.

With the guidance of Manager/s in case of Critical incident or Team Co-ordinator in general incident:

Ensure all students are safe

Ensure all students are debriefed and confident that incident is in resolve.

For student/s involved in incident, meet and debrief the incident, ensuring all facts are gathered and action is taken to resolve any conflict, that a plan is
put in place that student/s is aware of next step/s and are returned to group in a confident sage manner.

Inform all staff of outcome of meeting and planned steps. (in sensitive cases, inform as needed)

Record information once students settled.

Report on the situation.

a) As soon after the incident as possible, (once Students are settled) make detailed notes of the facts known of the events, fill out a behavior report
and medical reports if needed.

b) Give these notes to the Residential Manager who will compile a complete report. This report will be faxed to the District Director (if critical
incident). Where appropriate also a shorter report to Wiltja Program Principal, Local School Principal, and relevant others as required.

Debrief.
As soon as possible after a critical incident has taken place, a debrief should occur. This may happen in several ways:
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1 The staff/team involved meet before end of shift with Team Co-ordinator and debrief facts, action plan, and monitoring strategies and any questions
or felt needs addressed.

Staff will have talked with students as a group to minimize the effect of the critical incident, before students settle for the night.
The staff/team involved may choose to debrief with management after the incident either as a group or individually.
If a staff member chooses there are also departmental councilors to help in the case of critical incidents.

= =4 =
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DRUG POLICY (contod)
Drug Physical Symptoms Look For Dangers
Alcohol Slurred speech, relaxed inhibitions, Smell of alcohol on clothes or breath, Addiction, accidents as result of impaired

(beer, wine, liquor)

impaired coordination, slowed reflexes

intoxicated behaviour, hangover, glazed
eyes

ability and judgement, overdose when
mixed with other depressants, heart and
liver damage

Cocaine
(coke, rock, crack, base)

Brief euphoria, elevated blood pressure and
heart rate, restlessness, nausea, paranoia,
drowsiness, anxiety, breathing problems

Glass vials, glass pipe, white crystalline
powder razor blades, syringes, needles,
needle marks

Addiction, heart attach, contamination
from unitarily needles hepatitis, AIDS
nasal problems, lung damage, severe
depression

Marijuana
(pot, dope, grass, weed, herbs, hash, joint)

Altered perceptions, red eyes, dry mouth,
reduced concentration/ coordination,
euphoria, increased blood pressure and
heart rate

Rolling papers, pipes, dried plant material,
odour of burnt hemp rope, roach clips

Panic reaction, impaired short term
memory, hampered judgment, respiratory
problems

Hallucinogens
(Acid, LSD, PCP, MDMA, Ecstasy,
psilocybin mushrooms, peyote)

Altered mood and perceptions, focus on
detail, anxiety, panic and nausea,
synaesthesia ie smell colours, see sounds

Capsules, tables, 6 mi cr odot s 6
squares

Unpredictable behaviour, emotional
instability, violent behaviour (with PCP)

Inhalants Nausea, dizziness, headaches, lack of Odour of substance on clothing and breath, | Unconscious, suffocation, nausea and
(Gas, aerosols, glue, nitrates, rush, White coordination and control intoxication, drowsiness, poor muscular vomiting, damage to brain and central
Out) control nervous system, sudden death

Narcotics Euphoria, drowsiness, insensitivity to pain, | Needle marks on arms, needles, syringes, Lethargy, weight loss, contamination from
(Heroin, junk, dope, black tar, China white, | nausea, vomiting, watery eyes, runny nose | spoons, pinpoint pupils, cold moist skin unitarily needles (hepatitis, AIDS)
Demer ol , Di | u vGodeine addiction, accidental overdose
Stimulants Alertness, talkativeness, wakefulness, Pills and capsules, irritability or anxiety, Fatigue leading to exhaustion,

(Speed, uppers, crank, barn, black beauties,
crystal Defies, caffeine amphetamines

increased blood pressure, mood elevation

appetite and/or weight loss, hyperactivity

aggressiveness, severe anxiety, paranoia,
depression, confusion, possible
hallucinations, addiction

Depressants

(Barbiturates, Sedatives, Tranquilizers,
downers, trunks, lodes, reds, Valium,
yellow jackets, alcohol

Depressed breathing and heart beat,
intoxication, drowsiness, uncoordinated
movements

Capsules and pills, confused behaviour,
longer periods of sleep, slurred speech

Muscle rigidity, addition, possible
overdose especially in combination with
alcohol
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CRITICAL INCIDENT RE PORT

m Government of South Australia
% "f' Department of Education and UpdatEd 07/07

A _ :
w Children’s Services

CRITICAL INCIDENT REPORT

Email: schoolcareDECS@saugov.sa.qov.aun Fax 84636620 or Phone 8463 6564
PLEASE PRINT CLEARLY

[
-

Policd state action taken or likely by Palitsndance, notified by phone, advice sought.
Weaponsdescribe weapons and method of use (or carried)

Actual physical violence

Threat of phigal violence

Verbal abuse

Other

1 |District Director: District No:
School / PreSchool: Site No.
2 |Principal / Director: Telephone:
Date of Incident: / / Time of Incident:
Affected Person (s) Type of Incident
3 A Student A Medid Newspapers, TV / Radio. Describe extent of colikedgeaverage
A Parent ¢aregiver A Parent Issue
A Teacher A Major disruption to school rauticiede likely duration of disruption
A Support Staff A Disaster eg natural, ( fire/flood) physical, (gas leak, burst water main)
A Manager supervisory role other than site maA Drugs
A Director District / Corporate A Problematic Sexual Behaviour
A Parent / caregiver / volunteers, schecA Serious medical / injury / heathlgency
~ school Community members A Intruders ex students, paedophiles/stalker, breaker
A Other A
A
A
A
A
A

Action Taken

4 A Media management / assistance A District office
A Counselling A state Office
A Additional Staffing A Social Worker
A Security A Health and Safety Services
A School Care A Other
A Police Advice A None

Clear concise descriptiaf the Incidentlf insufficient space is provided on this form, please attach additional sheet
5
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6 |Reported by: Additional Support Required A

Director
Central Coordination
(Comments)

DECISION MAKING POLICY

AIM

This policy aims to ensure that a clear process of decision-making is implemented at
all levels of the Residence for the effective and efficient operation of the Wiltja
Residential Program.

There is a need to identify the persons to be considered in all decision making and to

establish boundaries of responsibility (ie. PYEC, District Office, Residential &

School Management, OPS3&2Yout h Wor kers, Recreation C¢
and students).

It is understood that while students are in Adelaide and participating in the Wiltja
Residential Program the parents of the students have entrusted the role of guardian to
the Residential Manager and that all staff are responsible for; the day to day duty of
care, development of youth, support and well-being of the students.

Decision Making Rinciples

1  All decisions must support the core values and vision of the Wiltja Residential
Program. That is: providing a caring supportive respectful environment with high
standards of performance from staff and students, actively encouraging a positive,
success-oriented atmosphere.

9 Decisions must be sensitive to cultural and family backgrounds and respect Anangu
PYEC directives.

1 Itis essential for good decision making, that all stakeholders affected have access to

relevant information at all stages of the process. This will enable informed decisions

to be made by all groups involved.

All program policies must be consistent with DECS, AES, PYEC policies.

Any decisions made will provide for increasing student and community participation

asoutlinedinthePYEC document O6Towards self detern

= =4

LEVELS OF DECISION MAKING

Level 1: DECS, AES, PYEC, WRP &WSP Management
Decisions affecting whole of Residence will be decided in consultation
with the above group and documented as required.

Level 2. WRP Management PYEC
Decisions affecting the procedures for students will be decided at
Leaders and PYEC meetings and documented as required.

Level 3: WRP Management
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Decisions at this level are made affecting the procedures within the
residence affecting proess and procedures. These will be documented
as required.

Level 4: WRP Staff
Decisions at this level are made regarding management of students on
day to day proceduresAt team meetings with gathered informationall
staff will make informed decisions regading day to day procedures.
Once approved by management will be documented as required.

THE DECISION MAKING PROCESS

1. Initiation identification of the issues or proposed initiative
2. Information collect all relevant information
generate possible alternatives
consider all factors
forecast consequences
seek opinions and advice from all relevant stakeholders
3. Dissemination of ensure all stakeholders who will be affected by decision
have all relevant information
ensure sufficient time is provided to consider issues
4. Making the Decision all decision makers will discuss and make decisions
which will be documented and disseminated
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DRUG & SUBSTANCE USE POLICY

As WRP is a DECS site: no use or abuse of illegal or non-prescribed substance is allowed.

Our charter is to provide a safe and supportive environment in which young people are
valued and nurtured to enable them to reach their academic potential. Substance abuse
threatens this environment. All staff is required to work toward protecting, educating and
providing a safe environment, substance free for students through active participation with
students and vigilant supervision and observation.

All staff to continue learning to improve their knowledge of DECS policies and of
information disseminated through approved agencies regarding substance use and abuse.

If a staff member suspects that a student is under the influence of any substance or drugs our
first step is to maintain the health of the student and to ensure that follow-up is immediate
and resolved within the DECS - WRP procedures.

PROCEDURE

If a student is under the influence of a substance, all staffistoact t o ensure the s
health is not compromised. If necessary an ambulance should be called if the student is
unconscious, unable to comprehend clearly or is in any manner at risk of collapse.

If the student is using a substance, but is not at risk of compromising health, the student/s will
meet with the Team Co-ordinator (and staff member/s) to determine the facts of the use and
staff to determine the situation in light of other students affected or risk of being affected.
Staff will immediately inform management. Management and Team Co-ordinator will work
on a plan of action to inform District Director, parents, principal, and if necessary police
and/or any other persons as required.

The student will work with the staff to restore their health status to normal.

Any reports of a substance use or abuse matter relating to students should be confidential and
given to Management.

Staff on shift to continue to monitor the student.

Follow-up meeting with Management, Police Community Constables and/or Police Officers
or other agencies, parents to be held asap.

All information is to be recorded and Manager to write critical incident report for District
Director and any other required persons.

Management with Principals and parents,t o det er mi ne the outcome of
behaviour.

Student will be informed of the decision and action taken to that effect.

If required the WRP through CAMHS, AES Wellbeing Team or other agencies may provide
educational/counselling programs for the student/s.
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Student will be given a contract to sign and monitoring will continue for the student with
parents where possible working with WRP to support student to appropriate student
behaviour.

Staff continue to vigilantly supervise and actively participate with the student in their day to
day life at Wiltja, and restore the student to the general body of students in a restorative
manner, educating them on a normal active lifestyle.

ACTIVE PARTICIPATION WITH STUDENTS, VIGILANT SUPERVISION,
CLEAR COMMUNICATION AND EXPECTIONS, EDUCATION AND POSITIVE
PEER GROUP ARE OUR BEST DEFENCE AGAINST SUBSTANCE ABUSE.
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Duty Room Procedures

Upon arrival: put your personal items in locker, clock on and put your name and red dot on

in/out board, write in Time Clock Diary if relief staff, then check your pigeonhole, read log

since last time you were present at Wiltja (WRP). Relief staff to collect and sign out keys

and radio.

Check Daily Task Sheet (DTS) for all activities of the day. Check the white board for your

teambébs activities and personnel. Speak with tean
information you need for the shift.

All staff to check your email throughout the shift (not when students need supervision).

Daily procedure information:

All documents and notation s must have staff signature /initial on every entry .

The DTS Cupboard stores only DTS sheets on top, and DTS folders underneath, night and
day shift filing trays. No other equipment, files, papers to be put in this cupboard.

Four term folders Each term will have folder for future information received.

le, Term 2 2008, Term 3 2008, Term 4, 2008, Term 1 2009

Each folder will have school week sleeves.

le. Week 1 week 2, up to week 10.

As information is received, it is placed in the relevant week, term and year and note on DTS
for current term.

Eg. If information is received re a visit in term 2, 2008 week 4, this would be placed in this

folder for future noting on DTS and other planning. If information is concerning the current
term, also note the info on those current terms DTS Sheet.

DTS has a succinct note for each event occurring on that day. The DTS is a summary or
reference of detailed information contained in other folders/documents.

At side of DTS: Recreation & Rec Feedback, Exeat, School & Other Information Folder
Student health appointment diary, Staff time log diary and current term folder:

(Mon - Thurs rec i girls, Fri i Sun rec girls, Mon - Thurs rec i boys, Fri T Sun rec boys)

Recreation Staff update all Recreation Folders 2 x weekly, for that current week only. On
Mondays they update for Monday to Thursday, on Thursday they update for Friday to
Sunday. Recreation Officers and all staff to update ongoing as new information received, eg
cancelled match, change of venue/time etc.

No document to be removed from folder except to
go immediately back to folder.

Other Information Folder may be added to by all staff. If you add information, note on DTS
and inform Team Leader or any relevant staff re the task. Night shift clear that days
activities and add new days from futures folder.

Under reception desk counter:

Health Reports (SHR), Student Behaviour/Observation/Monitoring Reports (SBR),

Confiscated Items Log Book, WRP Forms, Boys green dot logbook, Boys red dot logbook.
Black Recreation Zip Pouches for each individual activity

The black pouches will have all information relevant to take on an activity. Eg score sheets,
date of birth information, map of place of activity, records of registration etc etc. They also
contain the objectives to be attained for students in this activity. To be placed back on
counter immediately after an activity.
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Filling in the DTS

1. Night shift at end of each day, take that day old DTS off desk and place in the past DTS
folder and take new DTS from future DTS folder and put on desk.

Night Shift then fill in all relevant information for next shift from information needed to be
carried over from past DTS, and information gleaned from Medical Diary, School Info,
Student exeats, Other Info, Future Term Folder, SBR, and SHR. Checking all staff on DTS is
correct from roster, log book or emails.

(There are 2 DTS file folders in cupboard)

1. Future x1 7 contains all DTSs for the rest of the term. 2. Past x1 T contains the previous
DTSs for the period since the start of current term.)

2. Staff adds to DTS for that day as needed. For future appointments and information add to
DTS in Future folder under desk. Remember to email any other information re the event to
relevant staff and place any documents received re the event in appropriate Term Future
Folder.

ALL INFORMATION ON DTS WILL BE FOUND IN FOLDERS

Other Information Folder will have a page for each day of the week and the information

stored for that day will be added to DTS by night shift.

At handover the Team Leader will take the information and delegate with the team the tasks

onto the daily task sheet. These tasks will be put on white board as to who the allocated

staff is. If this is not finished on that day, night shift will place the information in the

foll owing dayods sl eeve and note on n®fihishedf or next
sheets.

SBR (Student Behaviour & Observation Reports) One for Girls and one for Boys.
When a report is written the original recorder n
copy each in Manager and Asst. Managers pigeon hole, the original in the relevant SBR

folder.

Ni ght shift ¢Angioftermatidne.g @aBfiR,duses to clean etc. as

consequences to be recorded on DTS for follow-up next day.

Any students needing to see management to be put on DTS and on White Board and short

note reason e.g. room change, SBR etc.

Only the past three (3) days of SBR6s are kept i
alphabetical section.

Health Reports Folder SHR (Student Health Reports) All staff to ensure SHR is written asap

after appointment, and put in Health Report Folder. Original recorder to make copy and

stamp 6copyd and place in Asst. Manager 6s pigeon
Any medication to be added to Boy/Girl Medication folder in each health room and noted on

DTS as new medication.

Any other relevant information pertaining to this report to be emailed to Assistant Manager

and girl soé/ boodingtads. Heal t h Co

SHR6s to be filed in al pheanlyefteri signdd bysHealtleGo®rd t i | | €
and Asst . Manager and O0entereddé stamp has been add

to Database.

Night shift every night check the current SHRs and prepare for the next day; all

information/ equipment/ |l etters for stuthenht s appoc
and refer to Other Information Folder is written. (photocopy Medicare card and Health care
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card and add location, doctor, time, any other info on this sheet and place in Other
Information folder ready for staff to take student to appt).

Staffattendi ng an appointment collect all/l i nformati on
Folder complete ready to take student. (This will contain, time, place, Dr name if known,

clinic and location in Hospital, letter for Doctor, test request form, Script [Bicillin], reminder

to take Bicillin plunger, etc etc).

Medical Diary Ni ght shi ft to check nightly and add appoi
and check relevant information/forms etc are available for the appt.

Any information noted in diary must have staff initial for follow-up information. Enough
information must be noted for staff coming on to take student to appointment. (see above
SHR info)

Email: any additional information to Asst. Manager, Health Co-ords and Team Leader re
appointment day, in case regular staff are not on site.

If equipment, forms, information etc is needed when appointment made, please send email
to Assistant Manager and relevant Team Leader appointed for that day immediately when
SHR and medical diary filled in, so time can be allocated to get task done before
appointment due. Eg dental enrolment form, script to be ready, bicillin to be collected before
appointment etc.

Exeats Staff member making érequest to exeatd for st
requestf or exeat permission for m, pl ace in Manager ds
information re exeat to Manager and cc Assistant Manager before Wednesday of the exeat (or as
early as possible).

Exeat form once authorised will remain in the Exeat foldeiin Week of term slip page till needed. Night
shift will record upcoming exeats on DTS and Team will put name of exeats for day on
Whiteboard. (Form not to be on whiteboard)

Once the student is on exeat and person taking student has signed, the exeat fagmeturned to the folder
till student returns to WRP. Once student returns, staff member signs that student is back on site
and puts exeat form in Night Shift Filing tray (inside cupboard of DTS) Night shift to then put
exeat in Studentodés file.

School Information and Faxes All information sent from school to be put in folder.

Information relevant for student activities etc to be added to DTS once received.

Night shift to check each end of day for any inf
A fax is sent from school daily (preferably before bus leaves WRP to pick up students from

WSP) and has relevant information regarding that
school, and any information current and for future.

Faxes sentto schoolinthe a. m., once confirmed they are rece
to Schoold in School I nfo Folder.

School Pigeon Hole for info to go to school - next to respite room and to be checked before
buses leave for school, both am and pm.

Any information or equipment returning from school to go directly to relevant pigeon hole or
correct storage place.

Confiscated Items log book To be filled in as soon as an item is confiscated. Items to be

placed in plastic bin in Student Lateral Filing Cabinet. Mobile phones to be put in envelope

and placed in Managerés pigeon hole and email Ma
confiscation Manager will collect and keep till end of term.

(If too large, place in safe and email Manager to notify of whereabouts).
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Time Clock Log Book Must be filled in for all relief staff and any missed clock in/outs. If no

entry logged it is assumed staff were not in attendance. It is staff responsibility to notify

PSO of attendance.

Yell ow 6request f or al ttepleato that day and Program Support e ngt h 6
Officer will give to Manager for authorisation. Please write reason for alteration with relevant

information for decision to be made.(use flip side if extra information needed)

Team L e asgeeiallypom weekends to email PSO and Assistant Manager re changes in

shifts, extra staff called in or alterations to times for staff.

WRP Forms Folder has all current forms used by WRP. Each form has a footer that matches
the file on the computer.

No additional forms to be added. If unsure, email PSO.

If you use the last form , ensure you photocopy some more and do not leave no form for
the next staff member. The last form has yellow master written on it, this does not show up
on photocopies.

PIGEON HOLES

Pigeonholesare only f or current daydistibutiom fnd nomfartany o n
storage. Please clear daily.

Staff pigeon holes are in staff kitchen.

Other business/services pigeon holes in front of respite room door. The log books to remain
in pigeon holes and are checked daily.

Lockers - outside staff kitchen area

Lockers are for storage of personal equipment eg bags, radios, keys, clothes etc.
No bags or other personal equipment to be left anywhere on site except lockers.
Three lockers are available for relief staff (key on the relief keys)

Stationery cupboard is in drawers under bench in front of meeting room. Supplies for duty
room if low, are to be ordered in stationery book in stationery book pigeonhole opposite
cupboard by respite room. Night shift checks supplies daily. Please refill staplers etc when
required.

Student filing cabinet this is for student files, confiscated or held items only and not for
equipment. Files are stored in numerical order. Please ensure they are replaced in numerical
order. Top of cupboard to have only first aid kit and 3 fire helmets

Radio chargers/batteries are in right hand cupboard in front of meeting room. All batteries
to be removed at end of shift from radios and returned to charger ready for next shift.

Two computer stations are for staff emailing, reports and general documentation work. They
have the same system as all of WRP configuration. They are DECS computers and each staff
member will have signed a DECS user agreement. No games, personal emails etc to be used
on these computers. All information to be stored should be in line with WRP lateral filing
standard. Common files for WRP files. All official documents sent from WRP are to be
authorised by manager and to be stored in Transition File for official filing by Records
Manager. These are to have footers added to each document with date and dexcription.

Personal information to be stored on J drive personal folder only.
Information is not to be stored on C drive. If any faults or problems occur all information on
C drive will be lost.
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Delete any past emails frequently. Record relevant information needed and delete all
unnecessary files to keep space on main frame computer free.

If spam is on your email, delete it from inbox then delete from deleted box, do not open it.
For quick access to forms you can create a shortcut to common drive forms, but do not have
your own personal form, as updated or new forms will not match yours.

Staff cleaning room contains brooms, mops buckets and student cleaning equipment etc.
The student ironing board and iron to be stored in this room.

Student recreation indoor equipment and games locked cupboard in respite room will store
all indoor equipment and games for students. After use to be returned immediately to store
room.
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LOG BOOK i this is a legal document and every entry must be initialled by the person
entering it.

On the left hand side of the page all legal documentation is written.
On the right hand side of the page, a
written.

If the movement page or summary page is full and needs to carry that day over the page
rule a line under the last entry and a diagonal line for the rest of the page not used so no
further entries are added for another day.

e.g.

0700 | jofajojwf bk Jsjroo”a”g

mvt i i bk

0900 | faeiaoowff th Ajfeaf”

1000 | fohawaofofj bk

info

1435 | jfoijooao ge

mvt F
Left page 1 Right page -
1% column, time and activity 1% column, summary
2" column, information 2" column, your initials

3" column, your initials.

Right page 1T factual succinct notes: as communication for all staff, relevant for that shift. It
is essential summary for what all staff needs to know in order to deal effectively with all
student issues. *

Remember that at the return to your new shift, read from where you last read. (refer to
SBR, SHRs), any information that may be needed for the next few days shifts.

* Summary only contains information that a Youth Worker needs to know in order to
address:

1. Behaviour Management

2. Health

3. General Welfare

4. Travel (Student movement)

And other information directly associated to relevant student issues.
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DUTY OF CARE STATEMENT

From
Department of Education, Training and Employment Administrative Instructions and
Guidelines (Schooling Sector) Section 1 General school Procedures

DIVISION 5. LEGAL AND ASSOCIATED MATTERS Section 1 Page 82

97. DUTY OF CARE For all employees of DECS
Every teacher has a 6duty of cared6 tow
virtue of the conditions of the teache

principles of negligence.

Generally speaking a teacher owes a student a duty of take reasonable care to protect him or
her from foreseeable risk of injury. This duty may be manifested in many ways including:

91 A duty to supervise the students so that they comply with rules and practices designed
for their own safety and that of other students;

1 The duty to design and implement appropriate programmes and procedures to ensure
the safety of students;

9 The duty to ensure that school buildings, equipment etc are safe;

1 The duty to warn students about dangerous situations or practices.

This list is not exhaustive. Basically the duty is to do what is reasonable in a given situation.

The question of what is reasonable in a given instance will be decided by the court in the

event of litigation, but it is for the individual teacher, the principal and department to comply

with objectively reasonable practice.

Common law negligence
In order for a liability in negligence to be established, it must be proved that:

A duty of care was owed in the circumstances;

The duty was breached, because of an act of omission on the part of the person owing
the duty;

1 Atype of loss or injury suffered was a reasonably foreseeable consequence of the act
or omission.

il
1

The standard of care owed to a student will vary according to the circumstance. If the
standard of care required in a particular situation is not met and a student suffers loss or
injury, a liability in the common | aw

- o
o =

tort

o

If such a liability is established, a parent or student may makeac | ai m f or d&édamages

financial compensation for all foreseeable loss (both economic and non-economic) arising
from the negligence.
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WILTJA

DUTY STATEMENT

All staff is required to fulfill their responsibility to DECS as a public servant by following all
guidelines and directives given by the Department.

The Job and Persons Specifications signed at appointment to the position, gives the overview

of the work.

The Working Lists (as found as attachment to this document) gives the daily tasks expected
by all team members to fulfill their duty to students.

EMERGENCY

PLAN AND PROCEDURES
Updated December 208

FIRE/SMOKE

KNOW YOUR EMERGENCY EXITS, FIRE EXTINGUISHERS, HOSES AND

1.

EVACUATION ASSEMBLY AREAS
Ensure you are familiar with the Fire Wardens in the workplace.

In event of evacuation/ alarms sounding, Fire Wardens have overall control of
the situation

Alert other staff via radio. Inform WRP Manager/Manager AES when safe to
do so

Evacuate building immediately, if Fire wardens, Team Co-ordinator and
Managers are not on site do a sweep of the building as below. Move to
evacuation areas 1,2,3, and check all students present.

Fire Wardens/Team Coordinator/Manager to do a sweep of the building, this
includes every room/under beds/cupboards 1 if safe to do soClose doors
behind you as you go.

When in Evacuation Areas have people stand/sit quietly and carry out head
count of students/staff/visitors. (Do not allow any persons to leave the
evacuation area).

DO NOT UNDER ANY CIRCUMSTANCE ALLOW STUENTS OR ANY
PERSON TO REENTER the building UNTILL DEEMED SAFE by Fire
Brigade/Fire Warden.

When all clear given escort students inside and settle them.
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EMERGENCY

FIRE (000)
ON ORDER TO EVACUATE
1. Viaradio inform staff:code yellow 1. Evacuate to designated assembly area
2. Activate/raise Fire Alarm if not sounding 2. Proceed quietly
3. Attend small fire with extinguisher if safe. 3. DONOTRUN
4. Alert AES Office 4. Do not leave assembly area
5. Evacuate: Assist persons in immediate danger & | ©- Do notre-enter buildings
visitors
6. Do sweep of building directing students to evac.
7. Assemble at designated evacuation area
8. Do head count of students, staff and visitors
9. FOLLOW WARDENOGS | NST
BOMB
IF YOU FIND A ON ORDER TO
SUSPECT DEVICE EVACUATE
1. Notify Warden and/or DO NOT Touch 1. Evacuate to main
Team Organiser Cordon off area assembly area
immediately No person to enter area 2. Proceed quietly
2. Assist students, visitors Notify Fire Warden/Police 3. DONOT RUN
to evacuation area 4. Do not leave the main
3. Assemble at designated assembly area
evacuation area
4. FOLLOW WARD
INSTRUCTIONS
CIVIL DISORDER/ILLEGAL OCCUPANCY
ON ORDER TO EVACUATE
1. Notify Team Co-ordinator immediately, | 1. Evacuate to main assembly area
await instructions before proceeding 2. Proceed quietly
2. Restrict entry to area 3. DO NOT RUN
3. Keep students calm and quiet 4. Do not leave the main assembly area
4. Assist persons in immediate danger
5. Avoid conversation with illegal
occupants
6. FOLLOW TEAM CO-ORDINATORS

INSTRUCTIONS
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EMERGENCY

MEDICAL EMERGENCY

1. Via radio, alert staff to the emergency and your exact location.

2. Give a brief description of the emergency by using radio Codes
e.g. CODE Red 1 Immediate Response and if you need first aid kit

3. Ensure area is safe e.g. power off, obstacles removed.
4. Dial 000 if Ambulance required.
5. First Aid trained staff to be called to manage casualty until Ambulance arrives.

Commence First AID T DRABC

6. If enough staff available, staff member to accompany casualty to hospital.
7. Inform Manager/Assistant Manager.
8. Manager/Assistant Manager to assess the need for appropriate counseling and

debriefing for students/staff.

INTERNAL EMERGENCY

1. Notify other staff via radio i state type of emergency and exact location e.g.
RED - Immediate Response (assault, violence.)
YELLOW - Fire
BLUE - Bomb

2. Ensure that the Team Co-ordinator and/or Fire Warden, Manager and other

staff appropriate to the emergency are contacted.

3. Try to calm instigator.

4. Follow instructions of the Manager/Team Co-ordinator/Warden.
5. Make sure that all persons in close proximity are safe.

6. Evacuate if necessary and if directed.

DO NOT RE-ENTER THE AREA UNTIL ADVISED BY
FIRE WARDEN/MANAGER
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EMERGENCY

ARMED CONFRONTATION

WARNING:
UNDER NO CIRCUMSTANCES SHOULD STAFF, STUDENTS OR
VISITORS PLACE THEMSELVES IN UNNECESSARY JEOPARDY

Call police 000
DO NOT BE HEROIC

1. -Obey offendersdé instructions.
- Do only what is told.
- Do not volunteer information.
- Do not try to disarm assailant

2. T Evacuate students if safe to do so, or keep students safe and quiet with you.
3. Stay out of danger if not directly involved.

- Leave the building if safe to do so.
- Raise the alarm by radio or other appropriate means. Staff do not attend, call

police

4. Be deliberate in your actions T do not make sudden movements.

5. Carefully observe offenders, face, height, voice/accents, tattoos, dress, hands
etc.

6. Do not allow anyone to enter the area until Police have checked the area
thoroughly.

7. Ask all witnesses to remain until Police arrive.

8. Appropriate counselling will be provided to staff and students affected by the
incident.

NO STATEMENTS TO THE MEDIA
THIS IS THE RESPONSIBILITY OF THE CEO ONLY
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EMERGENCY

FIRE EVACUATION AREAS

On this site, we have three evacuation areas. These areas have been decided on with direct
input from the Metropolitan Fire Brigade.

EVACUATION AREA 1:

Straight out front of the girls fire exit facing Folland Avenue. Please move students
out of the building and have them sit on the ground, next to the fence.

DO NOT LET ANY STUDENT MOVE AWAY FROM THIS AREA, UNLESS
DEEMED SAFE BY FIRE BRIGADE OR FIRE WARDEN.

EVACUATION AREA 2:

Straight out front of the boys fire exit facing Folland Avenue. Please move students
out of the building and have them sit on the ground, next to the fence.

DO NOT LET ANY STUDENT MOVE AWAY FROM THS AREA, UNLESS
DEEMED SAFE BY FIRE BRIGADE OR FIRE WARDEN.

EVACUATION AREA 3:

AES STAFF EVACUATION AREA
The softball/soccer pitch. Have the students move to the rear of the pitch, and have
them sit on the ground, next to the fence.

DO NOT LET ANY STUDENT MOVE AWAY FROM THIS AREA, UNLESS
DEEMED SAFE BY FIRE BRIGADE OR FIRE WARDEN.
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ENROLMENTS

GUIDELINES FOR ATTENDANCE AT WILTJA
A NB. Students must be turning 12 in the year of their involvement if
they are to be eligible for Abstudy (ie. travel fees, etc.)

ATTENDANCE at WILTJA

In order to be successful, students need:

1. To be prepared to make a commitment to the program.

2. The support of their family, local community school and
community members.

3. Areasonable level of social and ertional maturity and have
demonstrated a commitment to LEARN.

4. ACADEMIC ABILITY i sufficient to enable them to engage
successfully in the Program.

5. A LEVEL OF HEALTH that will allow participation and regular attendance

PLACEMENT
1 Students areto be placed within the Program at the discretion of the Principal of Wiltja based
upon advice from schools and families in order to best meet individual needs.

The following are essential criteria which must be met if students are to be considered for selection for the

Wiltja Program:
A. All recommendations with regards to students potentially attending Wiltja must be supported and
made directly by the local school Principal.
B. The student must have attended regularly at the local community school.
C. The student must be actively engaging in educational programs at the local school.

There must be a genuine desire by the student to want to attend the Wiltja Program and to follow the

rules of the School and the Residence.

CONSIDERATIONS
Avalilability of a local secordary program.
Need to share opportunities between communities.
Need to provide opportunities for individuals.

= =4 =

CONTINUATION
1 Where a student is successfully engaging in the Program, theyll be offered the opportunity to
continue.
1 Where behaviour issues pevent engagement and limit learning, students will be encouraged to
refocus.
A degree of consequences will be applied to support sustained participation in the Program.
If necessary students will be returned to their home community for a negotiated perioaf time.

= =4

Courier R2/58

Government of South Australia

‘w ] Department of Education and
\_/ Children’s Services
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WILTIA PROGRAM CONSENT FORM
(Principal to discuss with Parent/Guardian before they sign)

Start date and school year and ongoing while attending Wiltja

As parent/guardian of.

I give my consent for my child to take part in the above program and agree to delegate my
authority to the Principal and the Residential Manager of the Program.

I agree that the Principal and the Residential Manager may take whatever action he/she may deem
necessary to ensure the safety, well being and successful conduct of the students as a group or
individually.

I understand | must complete an Abstudy application, all medical consent forms, and these to be
sent to Wiltja with this consent form before arrangements are made to go to Wiltja.

I give permission for my child to go on camps (in or out of Adelaide) and excursions (in or out of
school hours) during their stay in Adelaide as part of the Wiltja Program.

I authorise the Principal and the Residential Manager or their delegates to obtain any medical aid
and dental treatment which he/she may deem necessary in the event of accident or illness and |
agree to pay all expenses incurred on behalf of my child.

I authorise qualified medical practitioners to administer anaesthetics if necessary.

I understand that my child must comply with all reasonable requests and instructions made by
Wiltja staff and in particular, the Student Contract and Residence Rules Contract, which
forms part of this agreement. This includes requests from all school staff, residential staff and
recreation officers and other staff responsible to the Residential Manager. | also understand that if
he/she does not comply with these conditions that he/she may be sent home at my expense and
that any injury incurred by themselves as a result of non-compliance with these requirements will
not be the responsibility of the Wiltja Program or its staff.

I agree to pay for any damage, which is the dire
I understand that my child will be accommodated at the Wiltja Residence or other place as
approved by the Principal or Residential Manager during the school term (example - weekend trip
away). During this time, my child will be under the direct supervision of the Wiltja Staff at the

Wiltja Residence or at other approved accommodation facility, during usual out-of- school hours.

Signature: Parent/Guardian

Signature: Teacher/Principal

Parent/Guardian Names:

Male: Contact phone No.
Female: Contact phone No.
Courier R2/58
Government of South Australia
‘) ] Department of Education and
\_/ Children’s Services
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CHURCH
Do you want your child to attend Church on Sundays? L] ves L] o
A service is provided on site Sunday evenings.

MONEY THAT NEEDS TO BE SENT TO THE WILTJIA PROGRAM WITH STUDENTS

Even though pocket money may seem like a small thing, to a child who receives nothing or little, they feel left out
when others go shopping, feel homesick and not <cared f ol
perception.

Wiltja Residence does not provide students with pocket money.

Parent /Guardian s to provide pocket money for students at beginning of each term  through Community
School [average 10 weeks term]
Seniors (Yrs 11 &12) $300 minimum , Juniors (Yrs 8, 9 & 10) $200 minimum

Duringtheterm extra money can be sent via studentds communi't
clothes and some other sundry items. A fax from community school with details of purchases and $ amount will then
be processed for allocation to student via their student account.

This money provides students with the opportunity to engage with other students when they go shopping and to
learn the valuable skills of planning and budgeting.

To enhance learning opportunities, the Recreation Program has scheduled in fortnightly shopping expeditions, (see
program) where students are supervised with shopping in larger shopping centres. They learn about buying quality
goods, gain confidence in talking to retailers and obtaining receipts for return if necessary. This benefits the student
in the long term knowledge and skills in planning, budgeting, money handling and providing for their families of the
future.

PHONES
Students have public phones in their areas. After business hours general office is on answering machine and only
student phones will get through to students on:-

Boys: 8359 5427

Girls: 8260 6616

$5 Phone Cards can be purchased at Wiltja to make calls home. Family and friends can ring them on the numbers
above

Weekdays: 5.00pm 1 8.30pm

Weeke nds: 4pm 1 8.30pm

If sending pocket money to students you might consider some extra for phone calls. Please note this on your pocket
money fax to the residence so that we can give them their phone cards.
Faxes to Community or Residence can be used to maintain contact to encourage students.

MOBILE PHONES

Junior Students , bridging & years 8 ,9 are not permitted to have mobile phones at Wiltja.

Senior Students , years 10, 11 & 12 are permitted to have them, however, they are totally responsible for them and

must be used responsibly.

Note: - No student mobile phones are permitted at schoo |. If further information is needed, please see
the other information sheet in the student pack.

SPECIAL NOTE REGARDING BOARDING COSTS
Abstudy does not pay for living costs for students whose families do not pass the income test. (See Abstudy
application form.) The following fees will have to be paid to Wiltja if you are not eligible for any Abstudy payments.

$2575 per term for Students under 16
$2650 per term for Students 16 and 17

Courier R2/58
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$2725 per term for Students 18 & over

You may be eligible for part payment of Abstudy even if you are in full time work. Abstudy may also pay travel costs
even if you are not eligible for Living Allowance payments. Please complete an application even if you believe you are
not eligible.

Please sign this section to indicate that you understand your money responsibilities.

Signature: Parent/Guardian
Signature: Teacher/Princijpal
Date:

WILTJA SCHOOL AND RESIDENCE RULES

(Please ensure this is discussed with the student)

I will follow the rules at Woodville High School, Wiltja School and the Residence (this means that I will
follow all reasonable instructions from all adults in charge, including Anangu adults from other communities
who are helping with the Program.)

I will not leave the school grounds or the Residence without permission from Wiltja staff and | will go
straight from and to the Residence when attending school.

If I am worried or have a concern | will let someone at the Wiltja School or Residence know so they can
help me.

All visitors must report to a houseparent when they arrive at the Residence or to the Wiltja Principal if they
visit the school.

I will not tease. If | tease too much | know | will be sent home.
I will look after my own things and wear the school uniform to school.

I will try to speak English while I am in Adelaide as this is an important part being a Wiltja student.

I understand the above rules:

Signature: Student

Signature: Parent

Date:

Courier R2/58
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Note: This form can be signed by the student at Wiljta when they return in 2006, but
must be singed by parent before student leaves for Wiltja

Courier R2/58
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STUDENT EXEATS

Please provide contact details for any family or friends living in Adelaide which the student may go out on
an exeat with.

NAMES OF ADELAIDE CONTACTS
AND RELATIONSHIP TO STUDENT

PHONE NUMBER/s: (If Available)
House :

Mobile :

NAMES OF PEOPLE STUDENTS ARE NOT ALLOWED ON EXEAT WITH IN ADELAIDE

Pl ease note: Studentds can only go on exeat wi
The person taking the children must look after them properly.

Children must be back at Wiltja by the right time.

If there are any problems people must ring Wiltja.

Sometimes children will not be able to go out if important activities are happening at Wiltja.

Students family must organise Exeats 2 days before the weekend (before Thursday)

Courier R2/58
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CONSENT TO RELEASE OF MEDICAL INFORMATION

I, consent to
(full name fo parent/guardian)

the release of medical information to Rosemary Ryan (Assistant Manager) ond/or Cheryl Arthur (Health
Coordinator) of the Wiltja Residential Program, as seen necessary by the Aboriginal Health Worker/
Registered Nurse / Doctor / Dental Officer/Community Clinic and/or Hospital

for

(full name of Student)

Signature:

(full name)

Relationship to student:

Community:

Date:

Courier R2/58
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MEDICAL INFORMATION

Student Medical Information
Community Clinic to complete form
Name Of Student:
Date of Birth:
Health Clinic:

Medicare Number:
Health Care Card Number:

Exp:
Exp:

MEDICAL INFORMATION

Does the child have any allergies?

No (please circle one)

(this includes allergies to medications and or insects eg. bees etc)
* If so, what is the allergy and how is it best treated?

[] ves

]

Are the childés i mmunisations up to

No (please circle one)

* Date of last Tetanus injection?

date?

* Last Hep B course completed?

Was this a full course?
No (please circle one)

* Does the child require regular Bicillin injections?

(please circle one)

If yes, how often are these injections required and when was the last one given?

|:| Yes

[] ves

|:| Yes

]

]

|:| No

Does the child suffer from Diabetes:

(please circle one)

|:| Yes

|:| No

Government of South Australia

‘w ] Department of Education and
\_/ Children’s Services
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*If yes, is the child insulin dependent? |:| Yes |:| No

(please circle one)

Please give detalils:

Courier R2/58
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MEDICAL INFORMATION CONTD.
Student Medical Information
Community Clinic to complete form

Does the child have any hearing problems? |:| Yes |:| No
(please circle one)

* If yes please give details:

Would it be beneficial to the child for us follow up with any treatment/hearing tests whilst the child is

in Adelaide? L]
Yes |:| No (please circle one)

(If yes, please supply referral a letter with details about the condition?) |:| Yes |:| No (please circle
one)

Does the child have any heart/lung conditions, or any other con dition (Including communicable

diseases) that staff need to be aware of, that will hinder or cause concern to the child (or others) in any

way whilst attending the Wiltja Program? |:| Yes

No (please circle one)
* If yes, please give details:

Does the child suffer any physical disability (including Epilepsy) that may hinder them from joining in

with the Wi ltja Recreation Program or any other sportos

]

Yes |:| No (please circle one)
*If yes, please give details:

FEAMILY DETAILS:
Mother :

Community:

Contact number:

(in case of emergency)

Father :

Courier R2/58
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Community:

Contact number:

(in case of emergency)
Does the child have any Brothers and Sisters?
(please circle one)

Does the child live with his/her Parents
(please circle one)

*If Mo, who cares for the child:

|:| Yes
|:| Yes

|:| No
|:| No

Relationship to the child?

Contact number:

MEDICAL INFORMATION CONTD.

Student Medical Information

Community Clinic to complete form

Immunisations (to be completed by Community Clinic Staff)

Immunisation Date Given

Batch Number
(If Known)

Given By
(If Known)

BCG

Sabin 1

2

3

4

Triple Antigen

a |~ W |IN |k

CDT

ADT

Hepatitis 1 B1

2

3

HIB 1

m Government of South Australia
&)

Department of Education and
Children’s Services
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2
3
MMR 1
2 (10 over)
Others 1
2
3

Name of medical CliNiC SUPEIVISOI: ......coouiiiiiiiiiieiiii e
(please print)

Signature: éééécééecdDacé: é6é6ééééeeéeeécecé.

Thank you for filling in this information

Courier R2/58
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DENTAL INFORMATION

Student Medical Information
Community Clinic to complete form

MEDICAL DENTAL HISTORY
(please complete for Dental School)

Yes No N/A Yes No N/A
Cardiac Other
Heart Disease A A A Diabetes A A A
Rheumatic Fever A A A Epilepsy A A A
Blood Pressure Problems A A A Bleeding A A A
Kidney Problems A A A
Lung Hepatitis/Liver Disease A A A
Asthma A A A HIV/Hepatitis Test A A A
Other Lung Conditions A A A Pregnancy A A A
Other Medical Problems A A A
Allergies
General Allergy A A A Current Medication A A A
Medication Allergy A A A Smoking A A A
Latex Allergy A A A Previous Hospitalisation A A A
Doctor
Specialist
Other Information
Thank You
C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc
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WILTJA CHECKLIST BEFORE YOU LEAVE

Have you got everything?

po]

All Abstudy Forms finalised, sent and checked by Wiltja

P!

Medicare and Healthcare Ca  rd numbers given to Wiltja

A Pocket money $200 (juniors), $300 (seniors) faxed to student
account at Wiltja Residence

A Extra moneis faxed for clothing/personal items for shopping
expedition

A Clothes suitable for Adelaide Weather i jackets extra pants

A Enough underwear

A Shoes (school requires closed shoes (sneakers) for sport, science
and cooking lessons

A All personal items engraved or labelled with name
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EXEATS i STUDENT OFF SITE EXEATS AND EXEAT FORMS

Procedure - Request for Exeats
2008

Encourage all exeats to be organised with a minimum of 2 days (48 hours) prior notice.
E.g. Notice must be given on Wednesday night, for a Friday night exeat i at the latest.

Some families have given information as to where their child cannot gorfexeats it
is therefore only Management who can approve an exeat. A request by organising Youth
Worker is to be given to Management ASAP prior to the exeat, (preferably by Thursday

am).

Once approval is authorised: When student is being picked up, be satisfied that the
students/s are in safe care, have enough seat belts and to the best of your knowledge i in a
suitable environment before the exeat form is signed.

Ensure that the Exeat Form is completed (a contact phone number, fixed line and/or
mobile and an address are given) and signed before the student leaves the site.

Team Coordinator to sign. Team Co-ordinator will have arranged with specific Youth
Worker re exeat if they are not going to be present at arranged time of pick-up.

When an exeat has been authorised and the student is to leave from Wiltja School, the
Exeat is to be faxed to school. Principal or Deputy Principal, will then get the signature
from the student/ 6s carer, the exeat form |

The onus is on the person who is hosting the exeat to transport the student to and from
WRP or pay fares if unable to drive them.

PROCEDURE FOR STUDENT LEAVING SITE ALONE OR WITH OTHER
STUDENT

Shops or local area
1 One afternoon per week students can attend Northgate shops. Youth Worker to
supervise, where possible YW to walk with students or drive if weather is
inclement.
Visiting relatives in hospital or shopping after school
1 Manager to approve visit after contacting hospital and parents re appropriate

visit. Youth Worker to clarify arrangements, travel, times, Hospital ward,
name of patients etc.
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WILTJA RESIDENCE EXEAT FORM

NAME OF STUDENT/S

NAME OF PERSON TAKING
STUDENT/S:

RELATIONSHIP TO
STUDENT/S

ADDRESS:

PHONE NUMBER/s:

House :

Mobile :

Date Taken: Time taken:

Date Returning: Time due back:

Pl ease not e: Studentdos can only go on
old and over

I have taken the above child/children and accept full responsibility for their care and safety.

I will return them by the agreed time, or will notify the residence should any problems
occur.

The student will be returned to the Residence no later that 8pm on a Sunday night.

Signed:
(Person taking student/s)

T/Leader Signature:

Name of organising Youth Worker:

Approval sought from Manager/Assistant Manager Yes No

Authorising Signature

NO REQUEST WILL NECESSARILY BE APPROVED.
If a request for exeat happens on weekend, Youth Worker to phone On -call Manager for
approval. Authorisation for exeats to be arranged prior to day of exeat

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 13
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Wiltja Residential Program promotes a highly professional culture in which all staff and
students are valued and respected. Conflict is a normal part of life and as professionals,
staff model the steps in conflict resolution in educating the students.

Grievance Procedure
All staff is expected to act in a respectful professional manner.
Where a conflict arises, a staff member will speak with the person they have the conflict with

and work out a resolution.

Where this does not happen, the person with the conflict should approach Manager and ask
for strategies to resolve the conflict.

If this is still not resolved, a recorded meeting of all parties will be held with Manager where
steps will be given to resolve the matter.

If further meetings are required, it will be brought to the attention of the District Director and
again the meeting recorded, the District Director directing steps toward resolution.

GRIEVANCE AMONGST STUDENTS

PROCEDURE

Where students have conflict, Youth Workers will work in the first instance with the students
together to resolve.

If the resolution is not forthcoming, all parties and youth workers will meet in the conference
room to establish the facts, to talk about emotions and perceptions.

Once the facts are established, students will be given opportunity to put forward ways in
which to resolve the conflict. From these ideas, all students with Youth Workers input will
come to a concensis of agreement to work toward a resolution.

Youth workers will then support each of the students to uphold their part of the agreement
and monitor the actions and behaviours until a complete resolution is met.

Youth Worker to write report re meeting and resolutions for all staff to monitor.

Underlying concerns to be attended to and at next team meeting at student issues time, staff
to discuss the situation.
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HANDOVER
OBJECTIVE

To ensure that staff member/s commencing a new shift are aware of all relevant issues
pertaining to the previous shift and those matters that will need to be followed up
during shift.

PROCEDURES
AM meeting

All Youth Workers and Assistant Manager to meet at 11am sharp

DTS sheet to be read and appropriate information disseminated. Any tasks not

completed form past shift to be allocated to staff

7 Staff work out the logistics of all duties for shift, appointments & activities in
accordance with staff breaks, casual pool, vehicle availability etc.

1 Staff allocation form filled in and meal breaks organized and noted remembering

equity in tasks across the shift

1 Refer to and fill in daily working list and make comment where necessary

throughout shift

Any student issues discussed and strategies worked out.

Any cleanup, graffiti or other consequences issued to be allotted to staff to

follow-up with student/s.

1 Ensure all reports, Health, Behaviour/Observation and Monitoring are filled in
and copy to Assistant Manager and Beh/Obs to Manager.

T
T

= =4

PM meeting

All Youth Workers meet once students settled for the night

DTS sheet to be read and appropriate information disseminated. Any tasks not

completed to be re-allocated to staff and time to be finished.

1 Staff work out the logistics of all duties for next days shift, plan for morning
appointments vehicle availability, school requirements etc.

7 Staff allocation form filled in and meal breaks organized and noted remembering
equity in tasks across the shift for night shift

1 Refer to and fill in daily working list and make comment where necessary
throughout shift, afternoon shift to sign off their list and place in Assistant
Manager ds pigeon hol e.

1 A debrief of the whole days shift in light of student issues, developmental

strategies, follow-up of consequences and new tasks to be discussed.

Record any follow-up and strategies for following day.

Ensure all reports, Health, Behaviour/Observation and Monitoring are filled in

and copy to Assistant Manager and Beh/Obs to Manager.

T
T

= =4
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HARASSMENT POLICY

DECS has a code of conduct as a public servant and state laws forbid any employee or
employer to harass another person. This act if repeated can result in dismissal from DECS.

All employees sign a contract for employment. The condition of this employment is
that you agree to abide by DECS Policy and Procedures and Common Law.

At induction you sign the User Agreement for IT, the code of conduct of a Public
Servant and induction check list to affirm you have read the relevant documents.

If you are being harassed in any form, speak to the person harassing you. If they fail to listen
and continue the harassment, report to Manager.

Under DECS guidelines you may:

1 Lodge a formal written complaint with the appropriate Director or with the Chief
Executive Officer. It will be dealt with confidentially and as outlined in the
Education Gazette Supplement 88/8, Guidelines for Sexual Harassment Grievance
Procedures.

While it is preferable that complaints of sexual harassment are dealt with the
Education Department Officers, employees may also seek advice or lodge a complaint
with:

9 The Equal Opportunity Commission

9 The appropriate Union

In all cases, keep a record including dates and times of everything that happens.

All forms of harassment will be dealt with as a serious matter. All staff are to set an example
of appropriate behaviour and set themselves as models for students.

Information f rom the DECS guidelines

What is Sexual Harassment?
Sexual harassment is making deliberate or repeated sexual comments and gestures or
any other conduct of a sexual nature, which is perceived to be embarrassing,
demeaning or compromising.

Sexual Harassment may include:

Sexual assault

Persistent and unwelcome invitations for sexual favours or for social outings

Smutty jokes, innuendo and suggestive comments

Displays of sexually graphic material

Leering and ogling

Suggestive comments about a personds
Belittling comments based on sex role stereotyping

=4 =2 =4 -8 _-9_-9_-9

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 16



Sexual Harassment is not:

1 Making genuine compliments

1 Behaving with common courtesy
1 Expressing friendship

Sexual Harassment may involve:

9 Students

i Staff and students

1 People in the work experience setting
1 Other adults

What can you do if you are being sexually harassed?

They are designed to ensure that you receive a sympathetic and confidential hearing.

Ask your coordinator or supervisor for <co
Harassment: Policy and Grievance Procedur
of it.

If you are being sexually harassed, there are a number of ways to approach the
problem:

9 Tell the harasser that you object to the behaviour and do not want it repeated.

9 Tell your supervisor that you want the behaviour to stop.

9 Discuss the situation with a contact person who will advise you of your options.
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LAUNDRY PROCEDURES
Uniforms, towels, bedding

Uniforms
OBJECTIVE

To ensure that each student has a clean and appropriately fitting uniform for each
school day.

PROCEDURE

Students are issued with two uniforms for the term. They are responsible to wash and
store these uniforms.

Youth Workers to train students in the first instance in learning to use washing
machine, ensure the students get into a pattern of washing uniform and wear clean
uniform daily.

When student is in these patterns, to monitor the students.

Youth workers to collect uniforms at end of term and fill in inventory, give inventory
to Assistant Manager for any purchases of repairs.

Towels

Day Shift/Afternoon shift

1 Collect towels from laundry bins (Check rooms also). Students to place in bin
after showers.

1 Allocate clean uniform to shelves.

1 Place towels in machine 15 max

9 After wash, place in dryer, clean filters at each run

1 After drying, fold sort and return to shelves

Night Shift

9 Check all dryer filters (Nightly)
1 Mend clothing as required
9 Distribute 1 towel to each student in room before morning wake up

STUDENT PRIVATE CLOTHES

Ensure that all student are educated to wash their clothes and keep in hygienic state.

PROCEDURE

T
T

= =

All students to wash their own personal clothes

Junior Students to be educated in when, how to wash, dry, fold and store clothing in a
safe and hygienic manner

Students to have access to washing machines and dryer facilities between the hours of
16007 2030hrs

Staff to distribute washing powder in accurate measures

Staff to ensure personal clothes are marked at arrival to WRP
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MAINTENANCE

LOGGING OF MAINTENANCE

All general maintenance should be logged in Maintenance Book in pigeonhole for
attention by Maintenance Officer. These will be daily reviewed by Maintenance
Officer and Manager and prioritized for attention.

Any emergency maintenance outside of office hours, Team Co-ordinator to phone on-
call Manager and when requested to send priority hotline for service

PROCEDURESfor Hotline
Building maintenance is looked after by Reflections. The Maintenance Hotline
numbers are:
Phone: 8226 5295
Fax: 8226 5297

You are required to use our Asset Number when logging a call. The number is
7894. If you are completing a form, this number is refereed to as the BLAMS
Asset Number.

There are six different priority numbers for requests. The response times are:

1 hour response

3 hour response

6 hour response

24 hour response

48 hour response

Logged Maintenance T items that are routinely maintained.

OO WN B

Only in emergencies would staff log a hotline, so priority 1-3 would be used.
Outside of office hours Team Co-ordinator needs to phone in the request.
Record the job number on the hotline sheet, then fax through. Place Hotline in
folder and email Maintenance Officer and Manager.
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MEDICAL PROCEDURES

Medical Centres

1.

2.
3.

Oakden Medical Centre, 132/134 Fosters Road, Hillcrest

Telephone: 8226 7788

Nunkuwarrin Yunti, 182 Wakefield St, Adelaide. Telephone: 8233 5001
Locum Service.

For Appointments at Oakden Medical Centre

)l
)l
)l

Phone at 0900 hours for appointment after school whenever possible.

Female doctors to attend girl students whenever possible.

Take a copy of medicare number, Helath Care Card numberand st udent 0s
birth to surgery Student to sing forms before leaving centre.

Write a health report & place in health report folder & copy to Assistnat manager

after the visit.

Write up any prescription medication & add to medical folder and note new

medication on the DTS

Inform school if student not attending school the next day and any treatment

required.

Locum Service

= =4 =4 -4 -9

T

Phone any time after hours.

Give address, name, Medicare number and Health Care Card to Receptionist.
State what the problem is.

Stay with student while doctor visits

Write a health report & place in health report folder and a copy to Assistant
Manager.

Inform school if student not attending school the next day.

For Appointments at Nunkunwarrin Yunti

= =4 -8 -4

= =4 -8 -4

Phone at 0900 hours for appointment.

State name and DOB and Medicare number and Helath Care Card number.

To reduce waiting time leave for appointment at 0930 hrs.

Book transport on whiteboard in Duty Office, collect parking monies from
Financial Officer or Assistant Manager. Write all medicals into Daily Task Sheet.
Report to desk at Doctors.

Write a health report & place in health report folder and copy to Asst. Manager.
Write up any prescription medication & add to medical folder and note on DTS
Inform school if student not attending school the next day.
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MEDICAL PROCEDURES( cont 6d

Youth Worker

Check with student for consent for you to attend doctor, with them.

Respect doctor/ client confidentiality, «
Submit health report and file appropriately eg Health report folder and copy to

Asst. Manager

Every Doctordés appointment toDTB.e recor d
Record medication in student Medical Folder.

Medication to be obtained, from Amcal Pharmacy, Greenacres obtain receipt and

put name of student and your initials and place in Finance pigeon hole

9 Place medication in medical room & fill out prescribed medical form.

= =4 =

= =4 =4

IF A MEDICAL EMERGENCY ARISES 71 CALL 000 FOR AN AMBULANCE.
Treatment

At all times when treating a student use Universal Practices. .Gloves to be used when
treating students.

First Aid Kits are placed throughout the site and on buses. There are back pack
first aid kits for hiking and off site activities. Please familiarize yourself with
locations

FIRST AID KITS TO BE USED ONLY FOR EMERGENCIES.

Any First Aid given to a student or staff member needs to be recorded on an ED155
Accident/Incident Form. A report to go to Manager and Assistant Manager.

Ice Packs/Hot Packs

These are kept in the freezer. When a student needs an ice pack, wrap it in a tea towel
or cloth before placing on injury. Monitor use and check injury.

Ensure you collect and return after use.

Please Note:

If you use the last of something, or if you notice that we are about to run out of
anything, please note on handover immediately.

Four staff fill the inventory stock for all health itmes.

IF YOU ARE UNSURE ABOUT ANYTHING TO DO WITH THE MEDICAL

ROOM, OR HOW TO CLEAN WOUNDS OR GIVE OUT PRESCRIPTION
MEDI CATI ON, THEN DONOGT HESI TATE TO ASK
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MEDICAL PROCEDURES (cont 6d

MEDICATION/MEDICAL POLICY (for school)

If a student needs to seek Medical attention at school:

They are to inform the teacher they are with at the time.

If it seems serious at the time the teacher will send student to front office

If not so serious the student can come to the front office at recess or lunch.

If the student does require medical attention the first aid person will administer

first aid and contact the Assistant Manager at the residence.

1 If the student needs to lie down in the sick room, the SSO or substitute will
monitor their condition and if there is no improvement they will phone Asst.
Manager at residence. Principal will determine whether they will arrange for
student to return to residence.

9 If the student has been in the sickroom for any part of the day and returned to

class, Deputy Principal will inform through afternoon fax form school.

= =4 =4 -4
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MEDICAL PROCEDURES (conht 6d

STUDENT NAME: STUDENT FILE NO:

DATE: TIME :

STAFF MEMBER PREPARIN G REPORT:

DOCTOR/ MEDICO; CLINIC /H OSPITAL :

REASON FOR REPORT 7

ILLNESS -

MEDICATION PRESCRIBED I PLESE GIVE ALL DETAI LS OF MEDICATION IN CLUDING
FREQUENCY AND DURATI ON

BRIEF DESCRIPTION

ANY FOLLOW-UP REQUIRED (including appointments/tests etc, include any paperwork to take to appts)

NOTED - ASSISTANT MANAGER:

NOTED i HEALTH COORDINATOR: __
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MOBILE TELEPHONES

PROCEDURES

To be held by Team Coordinators at all times whilst on duty. Other staff to use when off site
with students on recreation activities

Users must ensure the mobile telephone is secured at all times. Users that lose
telephones will be responsible for disarming the telephone line and contacting
the Communication Adviser. If your telephone is lost or stolen phone 1300
302937 (24 hr 1 7 days a week) immediately to disarm, then report it to the
Communication Adviser as soon as possible.

Mobile Telephone Use

If allocated the use of a mobile telephone you must follow the following steps:
1 Read the Mobile Telephone Policy and Procedures for Users

Mobile Telephones are to be treated as other fixed telephones within your
organisation. The user shall reimburse the Department for any calls of private
nature (refer to definition of private calls). A detailed monthly statement of
calls is issued to all sites that have mobile telephones registered to them.
Users should check the statement highlight private calls, then reimburse the
Department for those private calls, attach the receipt to the statement, and then
have the statement certified by their line manager.

Do not usemobile telephones in vhicles Pullover, stop the vehicle and
then talk.

Public Use

Switch phone to silent with vibrating on when attending a theatre, movies,
conference or meeting. Turn back on immediately when out in public and
check for missed messages

Carry your mobile in an unobtrusive manner as a matter of etiquette.
Frequently check for calls and messages, ensuring a timely response to urgent
contact.

Definition of Private Calls

Private CallsT relate to all calls during and outside business hours, which are
not for the purposes of conducting Government business. The only exception
to this is when mobile telephone user believes it is necessary to communicate
in relation to parenting or home contact for reasons of safety, urgency or
unscheduled work commitments. This only applies if there is no access to
wired telephones.
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MEALS SUPERVISION

OBJECTIVE

To ensure that all students are eating healthy meals and maintaining a clean
environment and learn correct etiquette and socialisation.

PROCEDURES

Assigned Youth Worker/s will attend all meals and supervise dining room.
Monitor behaviour, assist in the learning process for newer students.
Each student is responsible to cleans their area, plates are scraped in buckets and

stacked on trolley provided. Chairs are placed under tables before they leave dining
room.
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OCCUPATIONAL HEALTH, SAFETY AND WELFARE

Commitment to OHS&W

The Chief Executive Officer is ultimately accountable for health and safety under the
Occupational Health, Safety and Welfare Act, 1986, with responsibility delegated to
line Managers.

Wiltja Residential Program is committed to ensuring that all employees are safe from

injuries and risks to health while they are at work. A joint responsibility of all workers
and management to ensure all persons take reasonable care to ensure their own safety

and the safety of their fellow workers.

A workplace that addresses health, safety and welfare issues is more productive,
enhances the organisations capacity for service delivery and increases both staff and
student satisfaction.

Induction

WRP ensures that all staff new to the location receive adequate and appropriate
orientation, that the employee signs off their induction sheets. Written information is
given with emphasis on all matters to do with ensuring their health, safety and welfare
at work

At all team meetings, the OHS&W Officer's presents any new information and
addresses any areas of change.

All hazardous materials are stored according to the guidelines and current hazard
sheets are maintained.

Critical Incident Stress Debriefing

A critical incident is any situation faced by a person, which may cause them to
experience unusually strong psychological and physical reactions, which have the
potential to interfere with their ability to function at work or at home, at the time of
the incident. Critical incident debriefing is aimed at decreasing the risk of both long
term and cumulative effects of stress.

Debriefing can be arranged by Manager and will be conducted by trained staff, staff
counsellors or external consultants.

Emergency Procedures
Emergency procedures and Evacuation information is clearly displayed by all exits.
Staff should ensure that they are familiar with their location and contents.

Recording of Accidents and Incidents

Departmental Policy requires that all accidents and incidents be reported to your
supervisor and/or OH&S representative. The purpose of these reports is for
management to gain an insight into how, when and why accidents/incidents occur and
assist in preventing the re-occurrence of such accidents and incidents.

Hazard Management
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WRP and OH&S personnel are committed to providing a safe work environment.
This is achieved by identifying, eliminating or controlling hazards before they become
a threat to staff. Hazard surveys are conducted regularly and an action plan is
implemented to reduce the risk to health and safety of staff. Employees are
encouraged to assist in this process by reporting hazards to the Managers or OH&S
Representative and logging maintenance immediately.

Responsibilities ofEmployer

1 To be responsible for ensuring a safe working environment for all staff.

1 To establish office systems that promotes a safe and positive working
environment.

1 To liaise with the OH&S rep so all are well informed about issues.

1 To carry out other duties as per the OH&S Act and Regulations.

1 To ensure that all employees receive adequate and appropriate supervision,
information and training to ensure their health and safety.

Responsibilities of Employees

To follow Health and Safety Procedures.

To use safety equipment provided.

To ensure that they are not affected by drugs or alcohol.
To report any maintenance issues.

To report work related accidents or incidents.

E R I

Function of Occupational health and Safety (OH&S) Representative
To ensure a safe working environment

To be available to represent staff, concerning any OH&S issue.

To participate in relevant training programs.

To represent the office at OH&S meetings.

To liaise formally with the Manager to discuss issues regarding OH&S.
To regularly inspect all work locations to identify hazards and report to
Management.

= =4 =4 -8 -8 -9

OH&S Committee T Responsibilities

1 Anangu Education Services and Wiltja Residential Program form and joint OH&S
Committee which will at least quarterly. This committee is comprised of both
Management and Employee representatives and their responsibilities will be to:
Meet to oversee monitoring of the site to ensure the health, safety and welfare of
employees.

1 Assist in the distribution of OH&S Policies, Practices and Procedures that are to
be followed at the work place.

9 Establish a priority list of health, safety and welfare issues, which need to be
addressed and monitor OH&S performance.

1 Assist in developing and implementing OH&S educational programs in
consultation with management.

9 Conduct Hazard audits at regular intervals, involving all staff.

In addition, the Chief Executive will issue from time to time departmental policies
and procedures, which prescribe specific internal requirements with regard to health,
safety and welfare matters of concern in the department. As a matter of principle such
policies will be developed and/or recommended through the joint consultation
process.
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PAY PHONE PROCEDURE

OBJECTIVE

To provide students with the opportunity to maintain regular contact with
family and friends.

PROCEDURE
Phones are provided at boys and girls dormitory areas.
Phone cards can be purchased from youth workers at the cost of $5 each.
Families can contact students from 4pm 1 8pm each day and 3pm- 8pm on weekends.
Students to use phone for approx 10 minutes to ensure all students can have equal
opportunities.

BOYS i 83595427  Girls 8260 6616
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PERFORMANCE MANAGEMENT

PURPOSE OF THIS POLICY

The purpose of this policy is to outline the goals, commitment and strategies for staff
to:

Achieve continuous improvement in their performance, whilst providing a
safe, supportive environment for Anangu students in their care.

To give staff an opportunity to assess themselves in their own performance.

Develop and maintain a workplace culture that welcomes and values feedback
on performance and encourages staff to pursue personal and professional
development.

Ensure that staff receives adequate and appropriate supervision, support
training and encouragement to actively participate and be accountable for their
performance and the smooth running of the residence.

Ensure that appropriate discussions and assessments occur with probationary
staff to assist them in gaining on-going appointments, as per the appointment
process.

Ensure that staff with a supervisory responsibility is given support and given
feedback on their performance and developmental goals.

STRATEGIES
Supervision and support meetings
Each term private and confidential meetings will occur between each staff member
and the both Managers. The opportunity for informal meetings will also be available.
The purpose of these formal meetings will be to:
For staff member to explore and clarify their level of competence and
expertise in their roles and responsibilities based on the job and person

specifications.

Identify, set and review goals for personal and professional development via
an annual action plan.

Encourage and support staff in the performance of their duties, discuss any
difficulties and jointly identify solutions.

Ensure that all staff is provided with the opportunity to give and receive
feedback.

Acknowledge success, both on a personal level and for the achievements of
the students and residence.
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RESPONSIBILITIES O F MANAGER S

It is responsibility of the Managers to provide the opportunity for quality supervision
and support and ensure that:

Meetings occur on a regular basis 7 to be determined, based on the
experience of the worker and the complexity of the tasks undertaken.

Meetings are conducted in a professional and objective manner.
Confidentiality and privacy is maintained.
The process is regularly reviewed and evaluated against the objectives.
RESPONSIBILITIES OF WORKER
The responsibilities of the worker are to:

Ensure that they are prepared for these meetings, by working on their annual
action plan, and the work book

Participate in the development of their understanding of the roles and
responsibilities in line with the Job and Persons Specs.

Participate in all scheduled meetings in an objective and professional manner.
Be open to feedback and willing to bring issues forward.

Ensure that they are clear on their right to have all discussions and records of
these meetings kept strictly confidential.
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PERFORMANCE MANAGEMENT

KEEPING A PERSONAL PORTFOLIO

This could include:
Personal Details

* Record of career plans
* Curriculum Vitae

Current Work Information

* Appointment slip
* Role Statement

* Key information about the position (Job & Person Specification, application)

*  Any action for which you are responsible
Reviews & Assessments

* Personal Reflective Reviews
* Feedback you have received

* Formal review and assessment information, relevant preparation and materials

Training & Development

* Record of conferences, workshops, courses attended
* Record of training and development activities

* Course certificates, awards

* Professional learning journal records

* Details of action research projects undertaken

* Details of observations

Supporting Documents

Letters of thanks or congratulations
References and statements from colleagues
Certification of participation or achievement
Copies of programs you have organised or led
Verifies evidence of your work

Avrticles you have written

L I S
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POOL OPERATIONS

Wiltja Pool is a public pool therefore comes under all State and Council regulations regarding
to operating a public pool.

As we are a DECS site, we also come under all DECS school aquatic activities regulations
and policies.

In house rules additional for Wiltja.

Before students enter pool area, staff to have supply of towels ready.

No more than 10 students in the pool at any one time.

A staff member must be actively supervising at all times.

Staff must have working radio with them, and notify Team Co-ordinator how many students
are with them.

All other staff to keep alert for calls from staff member in pool.

Use the land line phone if necessary for an emergency.

Staff member must be in pool area at all times. Do not leave the area even for 1 moment.
All staff must have full Senior First Aid Certificate.

Any student jumping of edge or causing disturbance to other students or other inappropriate
behaviours will to sit out of pool for 5 mins with staff member and review pool rules.

They may then return to pool, if continue inappropriately, banned from pool for 3 days.
Upon next entry to pool any further inappropriate behaviour student will be suspended from
pool activities for the rest of the term.
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PURCHASES

REQUISITIONING GOODS & SERVICES
PETTY CASH AND RECEIPTS

Purchase Orde Requests

9 Staff members are to complete the Purchase Order request form ensuring that all the
necessary details (including supplier, details of the goods being purchased, quantity
and cost including GST) are completed.

1 The relevant staff member must sign the sheet and give request to Manager for
approval.

9 Once signed Finance Officer will be enter purchase orders ready for purchase to be
made.

Purchase Orders

1 The Finance Officer will enter purchase orders into the accounting system on Tuesday
and Thrusday and will organise the Manager or Assistant Manager to sign them.

1 After taking a copy of the purchase order/s, staff members will be handed the
originals to be taken to the supplier when collecting the goods, or to be faxed to the
supplier if the supplier accepts faxed orders.

1 Staff members must ensure that the invoice received from the supplier (has the
supplierbés ABN it so the GST component ca
Taxation Office) is handed straight to the Finance Officer or is placed in the pigeon
hole if the Finance Officer is unavailable.

Petty Cash

9 Petty Cash will also only be given as per the requests on the Purchase request form.
Approval is required from the Manager or Assistant Manager as per the above
procedure.

1 The Finance Officer will hand the relevant staff member a petty cash voucher to sign
to acknowledge receipt of the cash.

1 After obtaining the goods, the relevant staff member is to hand the receipt (with the
supplierdés ABN on it) to et Heae nRinrcaen Od fOfcfeil
pigeon hole.

1 Receipts should be returned to the Finance Officer no later than a week after
purchase, for reconciliation purposes.

Items purchased for which reimbursement is required

9 If staff member finds a item out of the ordinary procedure for the Wiltja Program that
w a s n Gapproyed agper the above procedures, (eg craft item in store by chance)
they are to phone the Manager or Assistant Manager to gain approval before they
make the purchase.

9 They must then provide the Finance Officer with a receipt from the supplier if they
are seeking reimbursement. If there is no receipt, then the money will not be
reimbursed.
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Money lost in the Fruit Box machines must be recorded, and the Managers delegate will
reimburse during day shift for the students. Please keep record of the date,
time, student and amount owing to them by using a cash voucher. Once the
Vendor Machine Technician has retrieved the monies they will reimberse to
Wiltja who will reimburse the student.

True and accurate records, must be maintained at all times.

PERSONAL MONEY

Personal money is spending money that is sent to students from their family. The
Financial Officer keeps the money in the accounts.

Parents are to send monies via fax from communities. They will instruct what the
monies are for, clothes, spending etc and the allocated amount up to $20 per week for
juniors and $30 a week for seniors. The Finance Officer will allocate monies and
place in envelope for distribution on Saturday morning. The Youth Worker will
distribute the money. The student needs to sign the attached payment slip before
handing money to student. Payment slip is to go directly to pigeon hole of Finance
Officer. All enquires regarding monies to be given to Finance Officer or Assistant
Manager only.

PROCESS FOR POCKET MONEY - FAMILY, COMMUNITY SCHOOL , WILTJA

Weekly Pocket Money sent at beginning of term (see attachment)

1. Family brings money at start of term to Community School.
2. School faxes these details to Wiltja Residence.
3. Wiltf a Residence puts amounts in studentods
4. Student is allocated $30 Seniors, $20 juniors each week on Saturday.
5. Student signs to say they received monies.
6. Wiltja invoices Community School.
7. Community School pays account to Wiltja Residence.
Duri ng term extra monies for clothing or other items (see attachment)

1. Students request money for planned shopping day with staff and

management by Wednesday of shopping week, (helping them in budgeting

and planning).

Management approve and Finance Officer allocates monies if available.

3. If no monies are available, Family brings money to Community School by
Wednesday before planned shopping day at weekend.

4. School faxes the $ amount and purchase details to Wiltja Residence by
Thursday am . (Any faxes not received by Thu rsday noon, will be
allocated on the following planned shopping weekend).

N
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o1

Wiltja Residence puts amounts in student ¢
Finance Officer draws cash from bank on Thursday afternoon
7. Student is allocated money with a list of purchases to make on planned
shopping weekend. (separate payment sheet to pocket money)
8. Student signs to say they received monies and returns any receipts for safe
keeping if required.
9. Wiltja invoices Community School.
10.Community School pays account to Wiltja Residence.

o

Wiltja Residence and School receives and allocates student monies only, it
does not provide a money transfer service for community or any other
persons.
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Information regarding Monies for Students at Wiltja Program

To give the best benefit for students learning and living away from home and to enable
parents/guardians to encourage their child at Wiltja, the following information should help us all;
Family, School Communities and Wiltja School/Residence Program.

Even though pocket money may seem like a small thing, to a child who receives nothing or little, they

feel left out when others go shopping, feel homesick and not cared for. This may not indeed be the

case, but this is the childbdés perception. Mausey chil d
of issues arising from a lack of pocket money. If we all work to re-dress this situation many more

children may achieve their year twelve.

MONEY THAT NEEDS 7O BE SENT TO THE WILTIA PROGRAM WITH STUDENTS AT START OF EACH TERM

Wiltja Residence does not provide students with pocket money.

Parent /Guardian s to provide pocket money for students at beqginning of each term
through Community School (see attached process) [average 10 weeks term]
Seniors (Yrs 11 &12) $300 minimum, Juniors (Yrs 8, 9 & 10) $200 minimum

Duringtheterm extra money can be sent via studentods commu.]
purchase of clothes and some other sundry items. A fax from community school with details of
purchases and $ amount will then be processed for allocation to student.

This money provides students with the opportunity to engage with other students when they go
shopping and to learn the valuable skills of planning and budgeting.

To enhance learning opportunities, the Recreation Program has scheduled in fortnightly shopping
expeditions, (see program) where students are supervised with shopping in larger shopping centres.
They learn about buying quality goods, gain confidence in talking to retailers and obtaining receipts
for return if necessary. This benefits the student in the long term knowledge and skills in planning,
budgeting, money handling and providing for their families of the future.

Individual student accounts are kept for each child. Family can bring money to Community School
and school will send a fax with breakdown of monies to be dispersed to Wiltja Residence. When
money is provided, students are allocated a weekly amount of $20 for juniors (year 8,9,10) and $30
for seniors (year 11& 12), and any other monies with a list of purchases to make. Each student signs
for their amount as they receive it. Monies are given out on Saturday mornings when they can
purchase phone cards before going out on recreation program.

In addition all students have opportunity on the first weekend and last weekend before returning
to community to go shopping. All faxed monies for these shopping expeditions must arrive by
Wednesday prior to that weekend. Monies sent down after that date cannot be processed

or made available to students until the following term.

Keycar ds

Juniors (years 8,9,19) cannot have Keycards.

Keycards are discouraged for students in all cases, due to misuse, opportunity to absent from school
studies to go shopping in school time, buying friends, loss of cards, loss of pin numbers, and misuse
of monies that are for families food etc. As cash is provided through the Students Wiltja system, this
encourages students to learn how to handle money wisely and not be caught in the ease of credit
card misuse.

It is advisable not to send large amounts of money to students, as some students may use this to buy
friends, which brings them to disappointment when money runs out and new friends ignore them.
They also may be pressured by others to give money which rightly belongs to family.

$5 Phone Cards can be purchased at Wiltja to make calls home.

When sending pocket money to students you might consider some extra for phone calls. Please note
this on your fax to the residence so that we can give them their phone cards.
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Contact with students and money for phone cards.

It is always encouraged for students to get regular contact with family and this can happen through
faxes and phone calls. Students have opportunity each evening to write faxes (helps their literacy
skills and have fun), or make and receive phone calls

Students have public phones in their areas. After business hours general office is on answering
machine and only student phones will get through to students on:-

Boys: 8359 5427

Girls: 8260 6616

Family and friends can ring them on the numbers above

Weekdays: 5:30pm i 8.30pm

Weekends: 4pm 1 8.30pm
If you need to speak to them during school time, you can ring the school at lunch, between 1pm and
1.40pm on 8347 1520.
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RADIO PROCEDURES

OBJECTIVE
To ensure a effective communication

PROCEDURES

Staff is requested to adhere to the following radio procedures.

Rostered Youth Workers have their own radio

Radios to be signed in and out at all times by casual staff

Radio to be carried at all times. (Unless directed otherwise).

No confidential information to be transmitted.

Keep your conversation brief and concise.

Do not use surnames.

Students are not to handle radios.

If radio interference occurs, Team Coordinators will advise staff of channel
change.

Radio maintenance to be recorded in the radio maintenance book in
pigeonhole, with adequate information of fault allocated for Radio
Representative to procure repair.

= =4 =4 -8 _98_9_9_-2
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Rostered staff
Radio will be allocated and signed out by Assistant Manager and/ Radio Officer
0 The staff member is responsible to ensure the radio is ready for each
shift. To change batteries and recharge batteries as needed.
0 To be responsible for radio whilst in possession.
o To return radio at end of contract and sign in.

EMERGENCY CODES

1 Code Red = Immediate response ie i C 0 d e ReR Arda, Code Red, Rec
Ar eao

Code Yellow = Fire. Immediately follow fire procedures.

Code Blue = Bomb threat. Immediately follow Bomb threat procedures.

= =4
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RECYCLING

OBJECTIVE

- To ensure that Wiltja in line with world standard care of the environment.
- To reduce waste.

- To be effective and efficient in use of all products

PAPER
1 Reduce paper usage. Consider what needs to be printed or photocopied. Where
possible send messages via email.
1 Review work before printing
1 Always use recycled paper for notes and other NAPS where possible
To recycle
1 Put all used white paper (except confidential) into recycled white paper bins.
1 Confidential papers if NAPS, shredded or placed in AUSDOC container for
collection.
9 Put all other papers in paper recycling bin for the council pickup.

BOTTLES, CANS and TINS
REFUNDABLE
Soft drink bottles, cans and milk coffee boxes in student recycle bins only.
How to recycle - Remove lid, rinse, squash flat, put in student bin, not in rubbish bins.

NON REFUNDABLE

Plastic milk/juice containers etc

How to recycle - Remove lid and plastic wrap label discard in rubbish bin, rinse
bottle, squash flat, put in black plastic council recyclable crate at side of staff kitchen
near ramp.

Milo/Coffee tins
How to recycle - Tip out remaining granules, remove paper wrapper and discard in rubbish
bin, put lid and tin in yellow council recycle bin at allocated sites.

NEWSPAPERS
How to recycle - Place in red crate in staff kitchen area to be used for garden project, art
work.. If crate becomes too full, wrap and send out with council recycling fortnightly.
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ROSTERS

SHIFT TIMES
Nights 1930-0818 30 min crib break 1 hour TOIL
Days 0700-1948 30 min lunch break 1 hour TOIL
Afterns.  1100-2348 30 min crib break 1 hour TOIL

Breaks must be taken for OHS&W, and recorded on the Daily Work Sheet and signed off by
Team Coordinator.

At handover, time is allocated by agreement to breaks.

If students are on site you might be required to respond to your duties. Do not leave the site
without permission of Team Co-ordinator when students on site.

.On weekends when staff is with students on recreation activity off site, it is imperative to
have worked out your crib break. In extenuating circumstances where unable to take a break
due to critical incident, record this on shift adjustment form and Manager may approve for
TOIL.

TOIL (time off in lieu) is accumulated over a term only.

REQUEST FOR CHANGE TO ROSTER
OBJECTIVE

To ensure that staff members are able to make changes (for emergency or
appointments that can not be made during term break) to roster with minimal
disruption to other staff.

Staff is given roster for term to help social engagement planning. Where it is impossible to
mi ss an event, eg c hiashitéwapisglloveedl uati on, weddi n

PROCEDURES

1 Negotiate with another staff member to change roster duty.

1 Fill in request to swap shift and give to Assistant Manager.

91 Upon approval record in Daily Task Sheet and Log Book, inform Team
Coordinator for the both shifts, email PSO.

91 Pay will be for shift worked.

91 Roster change to be documented in Time clock book for payroll reconciliation

9 If unable to change duties with another staff member and the matter is crucial,
speak with the Manager re alternatives.

9 Itis essential to make a minimal number of changes to the roster.

No staff is permitted to undertake two sequential shifts except under exceptional
circumstances, and only with request of Manager.
Any change must be recorded in Daily Task Sheet, Logbook and Team Coordinator for that

shift notified. Email PSO and Managers. Record should be noted in Time Clock book for pay
reconciliation.
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SICKNESS

The on-call Manager must be phoned in the first instance of your sickness as a matter of
urgency. The Manager will determine whether to replace with casual relief staff or a
permanent officer and notify that person.

RELIEF SHIFTS / RELIEVING STAFF

Please note the following procedures in case of staff absences
Relievers from the casual pool

Relievers on days off

Relievers on an eight hour break
Relievers on a double shift

N =

OVERTIME
No extra duties is to be undertaken without the expressed permission of the Manager or
Assistant Manager.

At times extra duties may be unavoidable (eg bus breakdown, staff meetings). In a possible
emergency situation the Team Coordinator on duty will assess the situation. This will be
recorded on the yellow slips and stapled to the Time Clock Book and also noted on Work List
and signed off by Team Coordinator.

DUTIES
Refer to itemized procedures and locations for each shift position.

LEAVE

This is to be taken at specific times in order to allow enough time to accommodate TOIL
leave and requirements for term debriefing, mandatory training and development and
planning days for the whole team.

TOIL for each term (38 hrs or 19 days over the year) will be taken at a common time during
the end of term holiday break (where possible) 1 it cannot be accumulated over the year.

Recreation leave begins as from the first Saturday of the Christmas holidays for a period of
four weeks. This will use 17 days of your annual recreation leave of 25 days of entitlement
for shift workers (includes three public holidays). The balance of eight days will normally be
taken in the term breaks attached to the TOIL time breaks thus permitting maximum leave
blocks.

Recreation leave will generally not be available during term time. If staff have special or
personal circumstances to accrue leave this needs to be negotiated with Manager well in
advance.

STAFF ABSENCES

LATE ARRIVAL / ABSENCE OF STAFF
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In the event of any illness or circumstance that will result in a staff member being late or
unavailable for work, you must telephone the Manager/Assistant Manager to notify of your
situation at the earliest possible convenience to ensure alternative arrangements can be made.
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SECURITY

ALARM SYSTEM

PROCEDURES
o Complete security check of site after students are settled and head
count done
o Ensure all|l out side doords and padl ocke
down.

o Puton residence alarms (5, 6 &8).

0 KITCHEN ALARM (3) 1 is usually put on by kitchen staff BUT PLEASE
CHECK.

0 Number 7 is WRP Office and is only put on when all staff and students are off
site 1 eg holidays and off site activities. Once put on staff member has 40
seconds to exit building.

Police Security attends 3 times at the residence throughout the night at varying times.

PHONES CALLS

NEVER GIVE STAFF PHONE NUMBERS OR ADDRESSES TO ANY PERSON
requesting on the phone (or visiting). If the person needs to get in contact immediately, take
their number and tell them you will get the person to phone them. Call that person and give
the phone number, it is then up to the person to contact them or not.

DO NOT GIVE OUT INFORMATION REGARDING STAFF OR STUDENTS
ACTIVITIES OR WHEREABOUTS unless they are part of the activity the student is
involved in at that time and known by staff for the purpose of that activity. If they request
information refer them to the Manager or Team Coordinator.

ALL VISITORS ARE TO SIGN IN AND SIGN OUT either in the Maintenance log-in or
the Visitors log-in. Visitors coming to the site to see staff or students must report to the front
desk, identify themselves and get permission from Senior person in charge, then log in and
out. NOvisitor i s t o bareaatany tamke untkss givengermission and
accompanied by a staff member.

AT ALL TIMES THE GROUNDS ARE TO BE FREE OF LINGERERS . If any person/s

is/ are on the grounds, other thamhasogmed busi ne
in and been given permission to be on the grounds with students, request them to leave. If

they refuse, call the police.
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SELECTION POLICY / SHORT TERM AND LONG TERM

APPROVAL PROCESS FOR STUDENTS PARTICIPATING IN
PROGRAMS AT WILTJA

The process for approving the participation of students in Wiltja Programs is as
follows:

1. Teachers nominate students who meet all or most of the following criteria
(with notes to explain why they feel a student should be accepted if s/he does
not meet all the criteria).

2. The local school Principal can approve the attendance of students who meet
ALL the criteria for attendance at the particular program and forward a list to
the Assistant Principal (secondary).

3. The Principal contacts the Assistant Principal (secondary) to discuss the
approval of those students who do not meet all criteria given the priority for
the criteria not yet met. Together they will make the appropriate decisions.
NB: completion of year levels will be determined by the amount and variety of
work the student has completed rather than the number of years at school.

4. The Assistance Principal (secondary) compile a prioritised list of students to
send to the Manager of the Wiltja Program using the following priorities:

- Continuing students at Wiltja have priority over all other students.
The following categories of criteria for short-term, bridging and long-term
programs are listed in order of priority. Assessment of whether or not students

meet these criteria can be based on observations in a variety of settings (eg Wiltja
short-term program, camps, etc).

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 44



SELECTION POLICY / SHORT TERM AND LONG TERM

CRITERIA FOR STUDENTS PARTICIPATING IN THE
SHORT-TERM WILTJA PROGRAMS

Age, vear level and attendance criteria

9 Studentis in Year 7 or above.

1 Student has turned 12 or will do so in the year s/he plans to attend Wiltja/
9 Student has attended school regularly (at least 60%) in the previous term.

Academic criteria

1 Student dés oral English is good ighnough tc
School and residence staff.

9 Student can understand and follow simple instructions.

1 Student can handle small amounts of money independently (eg pocket money).

Social skills criteria

9 Student and his/her parent(s) or care giver(s) want the student to visit Wiltja.
1 Student will be able to cope with being away from home for 2 weeks.

9 Student gets on with other people, both peers and adults.

Behavioural criteria

9 Student can accept discipline and follow rules.

9 Student accepts the need for routines such as going to bed at a regular time or
when asked to do so.

Health criteria
1 Health of students will allow them to attend school on a regular basis.
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SELECTION POLICY / SHORT TERM AND LONG TERM

CRITERIA FOR STUDENTS PARTICIPATING IN THE
LONG-TERM PROGRAM AT WIL TJA

Age and year level criteria

9 Student is classified as a secondary student (ie: has graduated from primary
school - year 7)

9 Student has turned 13 or will do so in the year s/he plans to attend Wiltja

9 Student has attended school regularly (at least 75%) in the previous two terms

Academic criteria

1 Studentds oral English is good enough t
School and residence staff

Student can understand and follow straight forward instructions

Student is working within Level 3 of the ESL scales

Student is working within Level 3 of the Maths profile

Student can handle money independently (eg for personal purchases such as

clothes, entertainment, etc)

= =4 =4 =4

Social skills criteria

9 Student and his/her parents(s) or care giver(s) want the student to participate in
the Wiltja Long-term Program.

Student displays a positive attitude to school.

Student will be able to cope with being away from home for 10 weeks at a time
Student gets on with other people, both peers and adults.

Student has some personal organisation skills (ie can organise his/her
belongings and time).

= =4 =4 -4

Behavioural criteria

9 Student has no current (past two terms) substance abuse problems.

9 Student can accept the need for discipline and is prepared follow-required rules.
9 Student understands the need to comply with time schedules.

9 Student does not display aggression in the form of vandalism or violence.

9 Student has learnt acceptable ways of dealing with conflict.

Health criteria

9 Student is in reasonable health and, if necessary, has leant how to cope with
minor disabilities

9 Student willingly complies with socially acceptable personal hygiene standards

9 Student is willing to seek help for medical problems

9 Student is able to share personal problems with trusted others so that these can
be resolved.
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STUDENT BEHAVIOUR MANAGEMENT

INTRODUCTION

OPERATIONAL FRAMEWORK

DECS guidelines and WRP guidelines have been established that define acceptable and
unacceptable behaviours. WRP continually identifies potential problems in order to
respond pro-actively and educate students in acceptable social behaviours.

We reward positive behaviour and educate students who use inappropriate behaviour.

Astudent 6s un idetermibedandhppnopgiate lcoansekny is given to
educate and monitor the change process as student grasp the concepts and practices of
acceptable social behaviour.

Procedures are in place to maximize the safety and well being of all students and staff
with an emphasis on individual potential in life skills and education.

Each student is taught that they areresponsible and accountable for his/her own
behaviour.

We expect:

Respect for person and property

No swearing

No girl/boy relationships

No violence, play fighting or bullying/harassment

No substance abuse

Reasonable requests to be followed

Students to attend school daily

Students to actively participate in recreation activities

Student to actively participate in residential activities and assemblies

= =4 =4 -8_9_9_9_°5_2

Students are to be informed and included in discussion of rules and
consequences.

The same rules apply throughout the program at School and Residence

Students are educated on appropriate social behaviours.

If they choose not to adhere they are challenged regarding their choices.

If they continue to act in an inappropriate manner they will be given
consequences for the behaviour and again counselled re choices.

Any continued behaviours will result in exclusion from class or an activity, a
behaviour report and discussion regarding the behaviour resulting in a
behavioural contract..

Parents may be informed and if continues, exclusion for a time from the
program may occur.
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9 Physically threatening or attacking staff or students (Harassment)

=

Police contact and invited to residence to educate and warn

2. Counseling/Degree of consequence to fit the action eg Suspension or
Exclusion

Negotiated behaviour contract

4. Return to Community School for Negotiated period. Return subject to
availability of room and in consultation with all stakeholders

w

STUDENT SUPERVISION

A principal responsibility of all youthworkers is to maintain strong active supervision at all
times in order to provide a safe and secure environment for Anangu students residing at the
Wiltja Residence.

Positive and active supervision demands the following elements

9 Strong role modelling in language, presentation, punctuality, table manners,
consideration, respect for people and property

Observant and alert

Bright and positive

Interacting with students

Resolving issues in advance

Resolving with studentdés their conflict
Clear communication between staff and students

Dealing with confrontation in a calm, positive and assertive manner

Persistent supervision on difficult issues eg waking students, bed making, cleaning rooms,
showers, supper and bedtime
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In order to achievethe above most effectively it is important to do the following
1 Be alert and respond to all situations (do not turn a blind eye, let others know)

9 Team communication and unity

9 Regular circulation throughout

1 Carryaradio

1 Be consistent

Things to avoidi negative supervision

Staying in office

Talking roughly to students

Arguing with staff in front of students

Jumping to conclusions about student behaviour
Imbalance of staff / student ratios
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Things to consider

9 Consider the impact of your responsibility and performance on other staff and students
1 Reporting to other staff, team organiser, Managers

1 Report writing at appropriate times (after students have gone to bed)

1 Following up reports
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STUDENT SUPERVI SI ON Contde.

What is it?
STUDENTS RESPONSIBILITIES
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OBJECTIVE

Respect peers, staff and property.

Know guidelines.

Understand why they are at Wiltja.

Improve personal hygiene standards.

Share home harmony outcomes.

Be on time.

Take an active part in home tidiness.

Consider what affects their safety and their own part in keeping safe.

STUDENT SUPERVISION

DEPARTURE TO LANDS

To ensure that all students depart Wiltja with all belongings, medication etc.

PROCEDURES

The following steps should be taken.

T
il
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Monitor all students to ensure that they have changed into private clothes and
placed uniforms into laundry bins.

Check that all students have cleared cupboards of private belongings and
packed into bags.

Place any requested returning students personal belongings, marked with name
and room # in Uniform room for safe keeping.

Carry out any medical procedures.

Hand over medication to accompanying adult.

Check that all students are present.

Ascertain final numbers when all students are on the bus.

Ensure that the escort has travel money for overnight stay.

Ensure food is on bus for students.
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STUDENT SUPERVISION

SICK STUDENTS at home from school

OBJECTIVE

To ensure that students who are sick and unable to attend school are supervised in
appropriate manner.

PROCEDURE

It is a priority to ensure that all students who complain of illness are provided with
suitable medical attention at the earliest possible convenience. However, it will often
become apparent that some students may only require minimal medical intervention
such as mild pain relief tablets, cough medicine, bandages etc.

When a medical appointment is required staff should contact the Oakden Medical
Centre on 8266 7788.

Students are required to remain in their rooms and rest other than when being
accompanied to hospital or medical appointments.

No TV radios until other students return form school.

STUDENTS ON SUSPENSION

OBJECTIVE

To ensure that students suspended from school based activities are supervised in
manner based on specific guidelines as outlined by the school.

PROCEDURE

The student remains in lounge to do work form school in am until lunch break. They
are also able to go to the toilet at any time.

The student must not watch television or listen to the radio.

They will be allocated work duties till the other students arrive from school.

C:\Users\Ashley\Desktop\Wiltja\2008 Operating Procedures WRP Working DocumentDRAFT.doc Page 50



TEAM CO-ORDINATORS/RECREATION CO-ORDINATORS

OBJECTIVE

To co-ordinate to provide a safe, caring, supportive and stimulating learning environment for
students through a well organized and informed team.

PROCEDURES

effective communication to all relevant persons

to oversee the organization of the shift with team members
ability to communicate to staff their role on shift

to accurately record all communication and information
ability to contact Police in the event of a critical incident

E

Critical Incidents

9 make decisions to ensure Duty of Care is maintained
9 Team Co-ordinator will organize debrief of relevant staff on shift with management
1 Complete all relevant reports pertaining to incident and discuss with management

Role of Team Co -ordinator

co-ordinate and call team meetings

delegate and direct staff activity in consultation with others

Team Co-ordinator will ultimately make the final decision in all matters
Team Co-ordinator will make decisions within WRP Guidelines/Policies
actively seek advice

ask questions as appropriate

view the complete shift ahead of time

to ensure that records and administration procedures are completed as
required and that ongoing information is available

A —a_—a_a_2_9_-2_-2

Role of Team Members

at start of shift to make contact with Team Co-ordinator immediately

liaise with Team Co-ordinator before organizing activities

be aware of upcoming events on next shift

support the role of Team Co-ordinator

accept/support the decisions made by Team Co-ordinator and carry them out
use initiative

communicate all relevant issues to Team Co-ordinator

re procedure i engage in planning /co-ordination

=4 =4 _-a_-a8_8_8_9a_-2
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TRAINING AND DEVELOPMENT

POLICY

Training will be provided to enhance the skill, knowledge and abilities of staff
in areas as identified in their Job and Person Specification.

PROCEDURES
9 Training and Development will be held on a regular basis.
9 The skills, knowledge and abilities of staff will be utilised in the

facilitation of Training and Development wherever possible.
Feedback from staff is valued to ensure quality and effectiveness.
Opportunity will be given to receive Training and Development on an
ongoing basis through performance management annual action plan.
91 Required Training and updates

- Staff induction

- Sexual Harassment/Grievance Procedures/EEO
T Occupational Health, Safety and Welfare
Child Protection Act/Mandatory Reporting annual update
Student Behaviour Management
First Aid
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VISITORS
All visitors should report to the duty office in the first instance.

Visitors to fild in AVisitorods Booko;
visitors.

Visitors are not to be inside the student areas and especially not in student bedrooms.

Same sex visitors may sit on front lawns area, or side verandahs. If both boys and girls have
visitors the front porch may be used under supervision, or the family area if a staff member is
available for gates.

Visitors to leave by 8pm, unless previously arranged with Manager.

Wiltja does not provide money, meals or transport to visitors unless previously arranged by
Manager.

Exeats need to be pre-arranged or Team Coordinator to give permission.

Visitors are not to remain in cars with students, they are to report to duty room and stay in
designated areas for visiting.

Any visitor that is inebriated, seen to be under the under influence of any substance or is
unwelcoming in their approach should be asked to leave the premises.
If they refuse police to be called, upon Team Coordinators discretion.

Any concerns you have regarding a visitor should be reported to management.
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