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Principal’s Message 
 
 
 
 
 
 
 
 
 
 

Dear Parents/Guardians 
 
 
Welcome to Everton Park State High School - a school community with a focus 
on encouraging students to make successful decisions for their future. 
 
Choosing a secondary school for your child is a major decision for families and 
we believe that you need to know what our school has to offer before making a 
decision.  
 
This information booklet describes our school community, staff, facilities and 
equipment, curriculum and extracurricular activities, community programs and 
links with businesses and local industry. To complement our curriculum, our 
dedicated and experienced staff support students with a rigorous program of 
personal and social development.  
 
Please take the time to read the information contained in this booklet.  Any 
questions can be answered at your enrolment interview. 
 
We look forward to meeting with you to discuss your child’s aspirations and 
educational needs at Everton Park State High School. 
 
 

Yours sincerely 

 
 
 
 
 
Sue Wallace 
Principal 
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Vision 

 
Creating Bright Futures 

 
 

Values 
 

Responsibility 
Be accountable for one’s own actions, resolve differences in constructive, 

non-violent and peaceful ways, contribute to society and to civic life, take care 
of the environment 

 
Respect 

Treat others with consideration and regard, respect another person’s point of 
view 

 
Doing your Best 

Seek to accomplish something worthy and admirable, try hard and pursue 
excellence 

 
 

 
 Expectations  

 
Be Responsible 
Be Respectful 
Be your Best 
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SCHOOL DETAILS 
 
 
Principal Ms Sue Wallace 
 
Deputy Principal Mr Simon Graham 
 
Address 668 Stafford Road 
 Everton Park QLD 4053 

 

Postal Address PO Box 33  
  Everton Park QLD 4053 
 
Office Phone (07) 3354 0222 
 
Office Fax (07) 3354 0200 
 
Student Absences Phone  (07) 3354 0222 (press 1) 
 
E-mail Address admin@evertonparkshs.eq.edu.au 

 

Website Address www.evertonparkshs@eq.edu.au 
 
Office Hours 8.30am – 4.00pm 
 
 

SENIOR MANAGEMENT TEAM 
 
Title Name Contact  

Business Services Manager Mrs Helen Blakely-Hall (07) 3354 0201 

Head of Department –Science / Maths  Mr Tim Lewis (07) 3354 0219 

Head of Department – English/Humanities/The Arts/LOTE Mr Ben Thompson (07) 3354 0224 

Head of Department – Technology/HPE/VET Mr Phil Reid (07) 3354 0209 

 
 

 
Enthusiastic staff 
Engaged students 

High Expectations for All 
 

 
 

 
 
 
 
 

mailto:admin@evertonparkshs.eq.edu.au
http://www.evertonparkshs@eq.edu.au/
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WHO IS HERE TO HELP? 
 
PRINCIPAL 
Ms Sue Wallace 

Prospectus and Information Statements 
Curriculum/QSA related matters 
Education Queensland information 
Student Management 

 
DEPUTY PRINCIPAL 
Mr Simon Graham 

Enrolments 
Curriculum & timetabling enquiries 
Student Management 

 
BUSINESS SERVICES MANAGER 
Mrs Helen Blakely-Hall 

Payment of school fees 
Hire of school resources 
Information relating to the school facilities 

 
ADMINISTRATION OFFICE 

Enrolment information & forms  
General school information 
Resource Hire Scheme payment 
Travel /Bus Information 
 

STUDENT SERVICE CENTRE 
Student Attendance data 
Student Information 
Student Transfer forms  

 
HEADS OF DEPARTMENT 

Curriculum matters 
Student Work Completion 
Assessment matters, including special 
consideration, extensions/exemptions to due 
dates 
Information on Work programs 
Student Management 
Subject Changes 
Grievances related to curriculum matters 

 
HEAD OF YEAR 

Student Management 
Uniform 

 
HOME GROUP TEACHERS 

Student Attendance 
Student issues impacting on their studies 

 

TEACHERS 
Curriculum matters 
Homework matters 
Learning concerns 

 
SUPPORT TEACHER - LITERACY & NUMERACY 
Mrs Robyn Brown 

Student progress at school 
 
SPORTS COORDINATOR 
Mr Michael Lynch 

Information on school sport and representative 
sport 

 
GUIDANCE OFFICER 

Personal and Family Counselling 
Study techniques and stress management 
Subject Choices and Subject Changes 
Information on OP, QTAC, TAFE courses 
Career and Education Counselling 
Enrolments  
Educational issues  

 
CHAPLAIN 
Mr Byron Adams 

Counselling on spiritual and wellbeing issues 
Student, staff and community concerns 
Student and family support 

 
YOUTH SUPPORT C0-ORDINATOR 
Mr Byron Adams 

Job Placement, Employment & Training 
information 
Student and family support 

 
COMMUNITY EDUCATION SUPPORT 
Ms Robyn Lea  

Aboriginal and Torres Strait Islander student 
and family support 

 



. 
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BELL TIMES 
 

A bell will ring 5 minutes before the commencement of each lesson after a break. 
 

 
 
 
 
 
 
 
 
 
 

 

HOME GROUP 
 

On enrolment students are allocated to a Home Group and, a Home Group teacher, who meet with the 
students every morning, support students to manage issues that might arise concerning attendance, 
behaviour and issues that might impact on their general well-being at school. 
 

It is essential that all students are in attendance and punctual to Home Group meetings and assemblies 
as roll marking and distribution of information are essential tasks competed at these times.  The Head of 
Year monitors students’ record of attendance, uniform and general behaviour and works with students 
and their parents to resolve any issues that are affecting the student’s ability to achieve their fullest 
potential at school.  

 

EXTRA-CURRICULAR ACTIVITIES 
 

Everton Park State High School has a wide variety of extra-curricular activities in which students 
participate.  These include: 
 

Á MAD Nights (Music, Art, Drama) 

Á Junior Secondary Camps 

Á Year 11 Emu Gully Leadership Camp 

Á Student Representative Council 

Á Writing Competition 

Á School Band and Musical Groups 

Á Sound and Lighting Production Team 

Á Year 7, 8 and 9 Readers’ Cup 

Á Chess Club 

Á Expeditions –Vietnam School Tour 

 

The aim of many of these activities is to create opportunities for all students to showcase their own 
talents and interests. 
 
 

STUDENT PLANNER 
 

Each student will be provided with a Student Planner as part of the Textbook and Resources Hire 
Scheme. The Student Planner is an organisational tool for students and teachers, and students are 
expected to: 
Á Carry their Student Planner to all classes for the entire year. 
Á Record all homework and assessment details in the appropriate section of the Planner. 
Á Record only school information. While students may personalise their Student Planner, it should 

not to be defaced or decorated. All pages must be used for school work only or a new Student 
Planner will need to be purchased. Nothing offensive is to be recorded, drawn or placed on the 
pages or cover of the Planner.  Covers are to remain free from pictures or graffiti.  

Á If the issued Student Planner is lost, it is the student’s responsibility to purchase another school 
Student Planner. 

 

 

Period Time 

Assembly / Home Group 8.55 – 9.05 

1 9.05 – 10.15 

2 10.15 – 11.25 

First Break 11.25 – 12.05 

3 12.05 – 1.15 

Second Break 1.15 – 1.50 

4 1.50 – 3.00 



. 
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ENROLMENT AGREEMENT 
 

This enrolment agreement sets out the responsibilities of the student, parents or carers and the 
school staff about the education of students enrolled at Everton Park State High School. 
 

Everton Park State High School is a dynamic educational community with high expectations for all. 
The future focused curriculum is designed to promote independent and adaptable learners and 
confident communicators. The school values the contributions of students, parents, staff, and 
partnerships with the local and business community in the delivery of a contemporary and dynamic 
curriculum and a learning environment that maximizes opportunities for all students to ensure they 
work towards creating bright futures. 
Responsibility of student to: 
• attend school on every school day for the educational program in which they are enrolled, on 

time, ready to learn and take part in school activities 
• act at all times with respect and show tolerance towards other students and staff 
• work hard and comply with requests or directions from the teacher and principal 
• abide by school rules as outlined in the school’s Responsible Behaviour Plan for Students, 

including not bringing  items to school which could be considered as weapons (e.g. dangerous 
items such as knives) 

• meet homework requirements and wear the school’s uniform as stated. 
• respect the school property. 
Responsibility of parents to: 
• ensure your child attends school on every school day for the educational program in which they 

are enrolled 
• attend open meetings for parents 
• let the school know if there are any problems that may affect your child’s ability to learn 
• ensure your child completes homework regularly in keeping with the school’s homework policy 
• inform school of student absences and reasons for absences in a timely manner 
• treat school staff with respect  
• support the authority of school staff thereby supporting their efforts to educate your child and 

assist your child to achieve maturity, self-discipline and self-control 
• not allow your child to bring dangerous or inappropriate items to school 
• abide by school’s instructions regarding access to school grounds before, during and after school 

hours 
• advise Principal if your student is in the care of the State 
• keep school informed of any changes to student’s details, such as student’s home address and 

phone number. 
Responsibility of school staff to: 
• design and implement engaging and flexible learning experiences for individuals and groups 
• inform parents and carers regularly about how their children are progressing 
• design and implement intellectually challenging learning experiences which develop language, 

literacy and numeracy 
• create and maintain safe and supportive learning environments 
• support personal development and participation in society 
• foster positive and productive relationships with families and the community 
• inform students, parents and carers about what the teachers aim to teach the students each term 
• teach effectively and to set the highest standards in work and behaviour 
• clearly articulate the school’s expectations regarding the Responsible Behaviour Plan for 

Students and the School’s Dress Code policy 
• ensure that parents and carers are aware of the school’s insurance arrangements and accident 

cover for students  
• advise parents and carers of extra-curricular activities operating at the school in which their child 

may become involved (for example Program of Chaplaincy Services, sports programs) 
• set, mark and monitor homework regularly in keeping with the school’s homework policy 
• contact parents and carers as soon as is possible if the school is concerned about the child’s 

school work, behaviour, attendance or punctuality 
• deal with complaints in an open, fair and transparent manner in accordance with departmental 

procedure,Complaints Management – State Schools and treat students and parents with respect. 
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SUPPORT SERVICES 
 

Everton Park State High School has a Special Education Program and a Support Services Team to cater 
for students with disabilities and learning difficulties.  If you believe that your student may qualify for 
support, please complete the Support Services form.  If you are uncertain, please ask to speak to 
someone from the Support Services Team. 

 

SCHOOL CHAPLAINCY SERVICE 
 
The Chaplaincy Service at the school is co-ordinated and implemented by a paid Chaplain working in-
school currently 4 days a week and is supported by volunteers from local representative churches for the 
running of lunch time programs & organised events.  

Chaplaincy is a relationship-based service offering support to the entire school community - students, 
their parents and families, staff - and forms part of the school’s support services network. Chaplaincy 
provides positive assistance to students with a diverse range of issues such as grief, conflict, friendships 
& relationships, and primarily aims to provide a positive hope-based adult support in-school.  The 
Chaplain & the Local Committee are passionately committed to providing positive life support and 
relevant initiatives that make a real difference to the school community by: 

The Chaplain is directly accountable to a Local Chaplaincy Committee which is representative of the 
interested parties, local churches, parents, students and staff. The Committee meets monthly in the 
Chaplain’s Room to discuss and evaluate the service, set goals, organise events and promotions and 
prayerfully support the work. 
 
Current Chaplain – Byron Adams 
 
My aim is to see young people achieve to their fullest potential.  
 
I see myself as playing an important role in supporting students with a team that helps connect them to 
the wider community. Chaplaincy is another way for the community to assist the school in bringing care 
and support to young people.   Phone:  (07) 3354 0218  
 

PARENTS & CITIZENS ASSOCIATION (P&C) 
 
Everton Park State High School has an active P&C Association which enjoys an open and productive 
relationship with the school leadership, teachers and students. Meetings are conducted relatively 
informally with a light supper and engaging discussion. 
 
Parents and family members are invited to participate in supporting the school community by 
volunteering for a variety of activities. Your help and co-operation would be greatly appreciated in 
some of the areas of our operations, including: 

¶ Canteen volunteer 

¶ Attendance at P&C Meetings – held every 2nd Tuesday of the month 

¶ Work Experience involvement 

¶ Fundraising and marketing activities 

¶ Member of P & C Sub Committies 
 
If there are any other areas in which you have expertise or could assist within the school community 
please do not hesitate to contact our school Administration.  
 
 
 
 
 



. 
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“The Short Break” CANTEEN 
Hours of Operation - 8.30am – 2.00pm 

 
The Canteen which is operated by our Parents and Citizens Association (P&C) and staffed by a part-
time Convenor and parent volunteers, provides a five (5) days a week service. Parent volunteers are 
invited to contact the Canteen on (07) 3354 0205 between 8.30 am – 2.00 
pm if they are able to help, either by working in the Canteen one day a 
month, or by donating groceries or vegetables etc.  
 
Our Canteen promotes healthy eating habits and we ask all parents and 
guardians to assist us in promoting healthy and responsible eating 
practices, according to Queensland Smart Choices Healthy Food and Drink 
Choices Guidelines. 
 
A price list is sent home at the beginning of the school year and any 
changes will be advised in the school newsletter. Specials will also be 
advertised in the newsletter and student notices. 

We acknowledge the financial sponsorship of Elixir Coffee at Stafford and 
encourage our school community to support this business.  

 

 

INSTRUMENTAL MUSIC PROGRAM 
 

The Everton Park State High School Instrumental Music program is an optional program which offers in-
school time individual and small group lessons on instruments and/or out-of-school time ensemble work.  
Instrumental Music is independent of the Music subjects offered within the curriculum.  Tuition is offered 
in Brass, Woodwind and Percussion through the department.  It is possible to participate in Ensembles if 
the student participates in school tuition and/or private lessons.  The Instrumental Music program in the 
Junior Secondary and Senior Schools has an annual charge per student depending on whether the 
student has their own instrument. 
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SCHOOL SPORTS PROGRAM 
 

Sport is a major part of the school curriculum as it plays an integral role in the life of all students at 
Everton Park State High School. All students are actively engaged in sport and are provided with 
numerous sporting opportunities.  The main sporting opportunities provided to students are those 
derived through participation in School and Interschool Carnivals and State Carnivals.  
 
SPORTS CARNIVALS 
 
The three major carnivals at school include Swimming, Cross Country, and Athletics.  All students are 
encouraged to compete and participate in a ‘personal best’ culture and an atmosphere where getting 
involved and belonging are promoted. Achieving at school carnivals qualifies students to compete for 
regional, state, and national selection.  
 
SWIMMING - ATHLETICS - CROSS COUNTRY 
 
It is expected that all students involve themselves in the three major school sporting carnivals of the year – 
swimming, cross country, and athletics. Below are the details of each carnival: 

 

EVENT VENUE 

EPSHS Swimming Carnival Stafford Heights State School, Redwood Street, Stafford 
Heights 

EPSHS Cross Country Carnival EPSHS and surrounding streets  

EPSHS Athletics Carnival EPSHS 

 

Students who qualify for the District Carnivals, listed below, will be transported to and from the venue by 
bus unless arrangements have been made through the Principal.   

 

EVENT VENUE 

North-West District Swimming Albany Creek Leisure Centre,  
Cnr Explorer Drive & Old Northern Road, Albany Creek 

North-West District Cross Country Teralba Park,  
Osborne Road, Mitchelton 

North-West District Athletics Queensland University,  
Sir Fred Schonell Drive, St Lucia 

 
SCHOOL SPORT 
 
All students involved in a sport and/or recreational options are expected to: 
Á Respect the rights of all players in their own team 
Á Respect the rights of all players in the opposing team 
Á Show a commitment to the sport or activity. 
Á Be actively involved in the activity at all times. If unable to participate, students must have a note 

outlining the reasons for their inability to participate. If possible these students are expected to 
assist in the activity in some way. This may include scoring or preparations of the activity. 

Á Wear the full, correct sports uniform including hat whilst participating in sport. 
Senior students are involved throughout the year in the Schools Sports Program through 
carnivals, State sporting competitions and other sporting opportunities. 
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INTERSCHOOL SPORTS PROGRAM 
 
Students who are selected for the interschool teams will travel on a bus to various venues located in the 
Metropolitan North Region.  
 
Students selected for interschool teams are required to wear the correct full sports or team uniform for 
that sport. Involvement in sport at outside venues may be restricted by inappropriate behaviour/conduct 
by the student. 
 
INTRA-SCHOOL SPORT PROGRAM  
 
Students who are not selected for the interschool sporting teams will be involved in the intra-school sport 
program. The students involved in this program will be involved in sporting options at school and outside 
of school. These students may need to travel by foot to venues located in close vicinity of the school.  
Some options may incur an additional cost to students.  
 
Students are required to wear the correct full sports or team uniform for that sport.  
 

SCHOOL HOUSES 
 
Students are allocated to “houses” for school carnivals and intra-school activities. These houses include: 
 
Á RUSH House (Purple and Red) in honour of Geoffrey Rush, internationally acclaimed actor. 

 
Á MARTIN House (Green and Gold) in honour of Michelle and Rodney Martin World Squash 

Champions. 
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SCHOOL UNIFORM POLICY 
 

The Parents and Citizens’ Association in collaboration with the school community has determined that Everton 
Park State High School is a uniform school and that school dress requirements are best met through a uniform. 
Our uniform identifies our students as a distinct group and shows the public the pride and respect that students and 
their parents have in their school. As such, all students are expected to comply fully with the school dress code.  

 

A school uniform, neatly worn, is strongly supported because:  

• It encourages identification with the school and the development of school spirit  

• It reinforces the concept of team and community  

• It removes distractions and competition that clothes can sometimes cause with adolescents  

• It provides an economical means of clothing for students during the secondary school years  

• Uniforms are designed to cover basic health and safety requirements for work in schools  

GIRLS BOYS 

Formal 
Uniform  

 

EPSHS Formal White Over Blouse  

Striped school tie  

Navy school skirt with pleats to or at 
below knee length or College Grey 
long trousers Crew length plain white 
socks or full length black or navy 
stockings 

Formal 
Uniform  
 

 

EPSHS Formal Collared White Shirt  

Striped school tie  

College Grey school shorts or College 
Grey long trousers  

Plain Black Belt 
Crew length plain grey socks 

Sports 
Uniform 

 

SHIRT: EPSHS Unisex sports shirt  

SHORTS: EPSHS Unisex sports shorts  

SOCKS: EPSHS White socks with navy trim  

TRACKSUIT: EPSHS navy track pants and sports jacket to be only worn with the sports 
uniform 

Shoes Formal Uniform: All over polished black leather fully closed-in shoes with black laces  
Sports Uniform: Lace up sport shoes with laces to match the main shoe colour 

School 
Jumper/ 
Jacket 

 

Everton Park State High School knitted jumper and/or jacket. 

Year 12 students may only wear their Senior Jersey on a Wednesday 

Hat 
 

EPSHS Unisex Sunsafe School Hat must be worn for all outdoor activities and to and from 
school  

Blazer 
 

Year 11 & 12 Optional 

School 
Navy Bag 

 

Year 7-12 Optional 

 

UNIFORM HEALTH AND SAFETY ISSUES 
Everton Park State High School, as a workplace is expected to meet the requirements of any aspects of 
various Workplace, Health and Safety Acts. 
 
Footwear must provide adequate protection for the whole foot and be resistant to liquids to provide protection 
against hot or corrosive liquids. Students wearing other footwear will be excluded from certain activities at 
school e.g. Hospitality, Industrial Technology and Design, practical lessons in Science and Physical 
Education. Under no circumstances will students be permitted to enter classes in thongs or open sandals. 
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Jewellery  
Workplace health and safety practices require sleepers or plain studs only, with one earring in each ear. 
Watches must be securely fastened and only one plain ring with no sharp edges. Any religious or medical 
pendant is to be worn under clothing and out of sight. Students wearing any additional jewellery will be asked 
to remove it and/or take it to the office for safekeeping. 
No facial decorations are permitted.  Inconspicuous facial jewellery may only be worn after approval is 
granted by the Principal.  
 

GUIDELINES FOR WEARING SCHOOL UNIFORM – IN SUMMARY 

Students are to be neat and well presented at all times and comply with the following: 

Á Wear the complete formal uniform or complete sports uniform each school day. 

Á Formal uniform is to be worn by all students on Monday, Tuesday, Thursday and Friday. Should a 
student require a sports uniform, they need to change immediately before the lesson and again after the 
sport lesson.  

Á Boys’ formal (white) shirts must be tucked in. 

Á Ties must be worn at all times with the formal uniforms. 

Á Students are to wear black shoes with the formal school uniform and wear: grey socks for boys and 
white socks or black or navy blues stockings for girls. 

Á Students are to wear white socks with navy trim with approved sports shoes with the sports uniform 

Á School Hats must be worn for all outdoor activities. 

Á No makeup or nail polish is to be worn. 

Á Hairstyles are to be appropriate to a professional work environment - clean and tidy, and pulled back to 
comply with workplace health and safety provisions. Hair accessories should be navy blue. Students’ 
hair must remain a natural hair colour. 

Á When outdoor activities are part of the school program students are required to wear the school sun hat    

     and use a 15+ sunscreen on exposed skin. 

 
Please Note:  Students unable, through an emergency, to comply with the uniform requirements, must bring 
a note of explanation from their parent/guardian and present the note at the office.  When available, students 
may be provided with the uniform piece in question (borrowing system). 
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RESILIENCE AND LEADERSHIP CAMP PROGRAM 
 
Year 7 Resilience Camp 
 
All Year 7 students are invited to attend the Emu Gully Adventure Camping Program designed to build 
resilience.  The Camp focuses on the ANZAC character values of courage, perseverance, mateship and 
sacrifice. 
 
The Core Values of Emu Gully support the school’s values to develop and foster: 
• Character 
• Respect 
• Leading by example 
• Safety 
• A “can do” attitude 
 
Students will spend three days at Emu Gully and will be issued with their own tent, mess kit with eating 
utensils, drinking canteen, cup and hexamine stove. (These they can take home at the end of camp). 
Activities will involve team planning and developing a sense of community and support to ensure they 
take these attributes back to school. 
  
Year 9 Junior Leadership Camp 
 
Year 9 students have the opportunity to attend the Emu Gully Pindari campus a 2500 acre property 
situated in northern NSW approximately 22km east of Ashford, bordering the Pindari dam.  In addition to 
the ANZAC theme the Pindari campus also has a wilderness theme with students sleeping in deluxe 
swags. It utilises out-door showers with rudimentary water heating and long drop toilets. Meals are 
prepared by the campers in well-equipped dining shelters and cooked over open fireplaces.  
 
The activities at Pindari campus utilise the wilderness environment and range from GPS navigation and 
bush walking, to the "Buttress" (a large rock scramble with magnificent views), as well as twister buggies 
and motor boats. The Pindari program is a fantastic opportunity for students to have a reflective look at 
themselves, as well as provide a very unique opportunity to develop relationships within the group. 
 
 
Year 10-12 Vietnam Expedition 
 
Every second year Year 10, 11, 12 students are invited to travel 
to Vietnam.  Fund raising supports a community program to 
enhance the lives of a Vietnamese school.   
 
 
Year 11 Leadership Camp 
 
The Year 11 Leadership camp is held at Helidon at the Emu Gully Adventure Camp. The purpose of the 
camp is to develop teamwork and leadership qualities with the activities typically based around epic 
ANZAC events. The camp aims to inspire and empower students to live purpose filled lives in unity with 
others, by development of character traits synonymous with ANZAC values of courage, perseverance, 
mateship and sacrifice.  The majority of activities at Emu Gully are framed to provide a simple historical 
context of epic ANZAC events such as The Western Front, the Siege of Tobruk, The Tunnel Rats of 
Vietnam, The Bridge over the River Kwai and the Kokoda Track. Each activity confronts participants with 
the choice to demonstrate and reflect on the character values needed to succeed in the activity, and 
more importantly in life. 
 
Students also have the opportunity to discuss their leadership aspirations in the school. 
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MEDICAL AUTHORISATION 
 
Strict new procedures have been developed by the Queensland Government regarding prescription and 
over-the-counter medication in schools.   
 
As set out in the Department of Education, Training & Employment policies, Everton Park State High 
School requires your consent to provide medication, as prescribed by your son/daughter’s treating 
medical practitioner, to your son/daughter. 
 
Information obtained by the school’s office will be maintained in confidence and stored securely.  
However, client information held in confidence may be disclosed without your consent where authorised 
or required by law.  This may include disclosure to a doctor or ambulance officer. 
 
All parents/guardians must: 
Á notify the school in writing of any health condition requiring medication at school 

Á request in writing if school staff are to administer medication and/or assist in the management of a 
health condition 

Á notify the school in writing of any requests and/or guidelines from medical practitioners including 
potential side effects or adverse reactions 

Á provide the medication in the original labelled container to the nominated staff member 

Á ensure the medication is not out of date and has an original pharmacy label with the students 
name, dosage and time to be taken 

Á notify the school in writing when a change of dosage is required. This instruction must be 
accompanied by a letter from a medical practitioner 

Á advise the school in writing and collect the medication when it is no longer required at school 

 

Sick or Injured at School 
 
If a student is feeling sick or is injured while at school, they are to inform the nearest staff member who 
will assess the seriousness of the situation and will either direct the student to the Sick Bay or contact 
the Administration Office to arrange for the First Aid Officer to attend to the student. 
 
The First Aid Officer and/or Administration staff will determine if the student is to be treated and returned 
to class, should go home with their parent/guardian or requires further medical attention. Students must 
not phone home themselves – they must go through the Administration Office and be collected by a 
parent/guardian and sign out at the office. 
 
First Aid 
 
All cases of illness or injury are to be reported immediately to the Administration Office.  Simple first aid 
is available at the Administration Office, however if treatment beyond simple first aid is required, the 
Ambulance Service will be called.  Ambulance cover is now provided for all members of the school 
community through the State Government. 
 
It is essential for the school to have current emergency contact numbers and requested procedures.  If 
your details have changed, please inform the office in writing. 
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ATTENDANCE POLICY 
 

Rationale 
 

All schools in Queensland are committed to providing safe and 
supportive learning environments for all students which address their 
educational needs.  
 

Each parent/ carer of a student who is enrolled at Everton Park State 
High School must ensure that their student attends school each 
school day unless the parent/carer has a reasonable excuse. Everton 
Park State High School is aware that the issue of absenteeism is 
complex and covers a range of behaviours, including chronic 
absenteeism, school refusal and truancy. However, partnerships 
between the school, parents and the local community can assist in 
reducing absenteeism. 
 

 Everton Park State High School Attendance Policy aims to: 
• develop a positive school culture, 
• identify absences quickly, 
• follow-up promptly, and 
• send clear messages to students and parents that attendance is vital. 
 

School community beliefs about the importance of attending school 
 

It is important that students, staff and parents/carers have a shared understanding of the importance of 
attending school.  
 

Everton Park State High School:  
• is committed to promoting the key messages of Every Day Counts 
• believes all children should be enrolled at school and attend school all day, every school day 
• monitors, communicates and implements strategies to improve regular school attendance  
• believes truanting can place a student in unsafe situations and impact on their future 

employability and life choices  
• believes attendance at school is the responsibility of everyone in the community. 
 

Responsibilities  
 

School responsibilities: 
• monitor student attendance 
• inform parents / carers if their child is not at school 
• follow-up any unexplained absences as soon as practicable, but within three days of any 

unexplained absence 
• use effective teaching strategies to engage students in learning 
• help parents and carers with strategies to encourage students to attend school 
• provide support for families. 
 

Parent/Carer responsibilities for students enrolled at Everton Park State High School: 
• Ensure their child regularly attends the educational program  
• Ensure their child arrives on time each day 
• Contact the school on the day of the absence or prior to any planned absence via the following 

methods: 
• Student Absence Line: 33540222 
• Email: admin@evertonparkshs.eq.edu.au 
• In Person: verbally or via a hand written letter by the parent or carer. This may take the form of a 

medical certificate if the child has been absent for multiple days with illness. 
 

Student responsibilities: 
• Attend school each day unless parents/carers provide an acceptable reason for non-attendance 
• Make every day count in their learning 
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Strategies 
 

At Everton Park State High School we promote 100% attendance by: 
• Implementation of the School Attendance Policy  
• Development of social skills through the Positive Behaviour for Learning (PBL) Program and to 

provide support mechanisms for families/ carers via the Guidance Officer  
• Consistently recording and following up unexplained student absences  
• Monitoring of the school’s attendance data to identify absenteeism trends and individual students 

with high levels of absenteeism  
• Promoting high expectations for school attendance to the school community by communicating 

that higher school attendance is associated with higher student achievement (school newsletter, 
parent meetings, school website, Facebook, Assembly) 

• Presenting 100% Attendance Certificates to students at the end of every term 
 
Responses to absences 
 

At Everton Park State High School we are committed to achieving the following targets in improving 
attendance: 
• Reduce the number of students not attending more than 85% of school days to zero in each year 

level 
• Improve the school’s overall attendance to 95%. 
 
When a student is absent without explanation for 3 days or a pattern of absences has been identified, 
Everton Park State High School will take the following actions:  
• The parent or carer will be contacted by telephone or email to determine if there is a reasonable 

excuse for the absence/s (Director General’s Guidelines ss176 and 239 of the Education 
(General Provisions) Act 2006)  

• If, there is no change and the student is absent for additional days, the parent or carer will be 
contacted by the Principal or delegate by telephone or email to determine if there is a reasonable 
excuse for the absence/s (Director General’s Guidelines ss176 and 239 of the Education 
(General Provisions) Act 2006)  

• Records of contact with parents and carers regarding unexplained absences will be recorded in 
OneSchool  

• If, after 3 weeks (15 school days) of the first attempt to contact the parents, the child is still not 
attending regularly, the school will follow the process for managing student absences as outlined 
in the Managing Student Absences and Enforcing Enrolment and Attendance at State Schools 
procedure 

 
Reporting and monitoring attendance 
 

At Everton Park State High School reports of absence or truanting are taken seriously. Students, parents, 
members of community and school staff may report an absence in the following ways: 
• Telephone /email to the school office 
• Signed/dated note sent with the student 
• In person to the office or to the class teacher 
 
Some related resources 
 
Every Day Counts 
http://education.qld.gov.au/everydaycounts/index.html  
 
Departmental Policies and Procedures 
Managing Student Absences and Enforcing Enrolment and Attendance at State Schools   
Roll Marking in State Schools  
 
 
 
 

http://education.qld.gov.au/everydaycounts/index.html
http://ppr.det.qld.gov.au/education/management/Pages/Managing-Student-Absences-and-Enforcing-Enrolment-and-Attendance-at-State-Schools.aspx
http://ppr.det.qld.gov.au/education/management/Pages/Roll-Marking-in-State-Schools.aspx
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WORK EXPECTATIONS & HOMEWORK  
 
WORK COMPLETION 
 
To receive credit for a course of work and be awarded a level of achievement, students must have 
satisfactory attendance and have completed all requirements for the course of work.  The course of work 
is defined as all class work, homework, fieldwork and practical work as well as assessments (including 
assignments).  
 
It is the student’s responsibility to maintain a positive work ethic, make a genuine effort in line with the 
set criteria for all course work, and catch up on incomplete work. 
 
The Work Completion Process 
 
Á Teachers will monitor students’ work systematically. 
Á When work is not completed, the teacher will take steps to have the student complete the work.  A 

reasonable timeline will be given.  This may involve multiple steps and could include contact with 
parents, support teachers, Head of Department and / or Guidance Officer, etc.).  The student will 
find it better to complete the work as soon as possible. 

Á If the work is not completed by the re-negotiated timeline, the teacher will refer the matter to the 
Head of Department.  Parents will also be notified at all times. 

Á If, after appropriate steps have been implemented, the work is still not complete, the Head of 
Department will liaise with the Head of Year.  A review of student work will occur and the student 
and parents will be asked to attend a meeting with the Principal. 

 

Consequences 
 
1. Credit 

Á All coursework must be completed if a student is to be rated in a subject.  

Á If work is not completed their Level of Achievement will be affected.   

Á Any subject for which the student is not given credit will appear on the School Report with an 
appropriate result and comments about work ethic and performance. 

Á In Years 11 and 12 non credit will affect the student’s Queensland Certificate of Education as 
only those subjects in which the student achieves a satisfactory result will be recorded.  It 
may also affect a student‘s Overall Position (OP) eligibility.  
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HOMEWORK EXPECTATIONS 
 

Students are expected to do homework or study each night. Although some curriculum areas may not 
issue homework on a nightly basis; there will always be ongoing study and assignments. It is important 
that homework is treated seriously if students are to achieve the best possible results.  
 

Homework has two main objectives:  
 

Á To establish consistent study patterns 
Á To reinforce subject matter learned in class 

 

What is classified as Homework? 
 

Á Set homework due for class lessons 
Á Set revision work 
Á Assignment/Project research and preparation 
Á Set reading 

 

Homework Process 

Á Students will take their Student Planner to each lesson 
Á All homework must be recorded in the Student Planner. 

 

How much Homework would be required? 
The minimum study time needed each day varies with the year level 
  

 Year 07: 1 hour each night Year 10: 2 hours each night 
 Year 08: 1 hour each night Year 11: 2 hours each night 
 Year 09: 1 hour each night Year 12: 2 hours each night 
 

The school publishes an Assessment Calendar at the beginning of each semester on the school website, 
which should be used to plan assignments and test revision for the semester 
 

ASSIGNMENTS 
 

An Assignment must satisfy the following criteria: 
1. It must be the student’s own work. 
2. It must be completed and presented by the due date unless there are exceptional circumstances 

which are covered by the following provisions: 
a) The Principal or Head of Department may grant an extension of time prior to the due date, if, 

in his or her opinion, sufficient reason exists. 
b) A Parent/Guardian has spoken with the Head of Department to discuss any extended 

absence due to illness up to and including the deadline. 
3. If the student is absent due to illness on the day of deadline the following provisions are available: 

a) The assignment is to be delivered by a friend or relative. 
b) Parent/Guardian may contact the relevant Head of Department on the day to explain the 

circumstance and make arrangements for the assignment to be handed in. 
c) Parent/Guardian should speak personally with the Head of Department to discuss any 

absence due to special circumstances e.g. bereavement. 
4. Completed assignments, which are handed in by the due date, will be:  

a) marked and commented upon. 
b) credited towards completion of the course. 
c) credited towards the student’s level of achievement for the course. 

5. Unless covered by the arrangements outlined above, late or incomplete assignments will be treated 
as follows: 
a) marked and commented upon; 
b) credited towards completion of the course; 
c) assessed on current class work related to the assignment. 

6. If the Principal deems it necessary students who fail to complete assignments will be required to 
complete alternative assessment items. 



. 
 

Everton Park State High School 

Proud to be in Partnership with                                          20                                 Proudly an Independent Public School             

 

 
EXAMINATIONS and CLASS TESTS 
 
All students are to adhere to the Examination/Class Test times as set by the school. 
 
Examinations/Class Tests and all assessment take priority over all school activities unless prior 
arrangements have been made or permission granted by the subject teacher, appropriate Head of  
Department and/or member of Administration. 
 
No Examinations/Class Tests will be given to students prior to the set date for the main body of students 
unless approved by the Principal. 
 
Students who are late to an exam, without a valid reason, will be allowed to enter but will not receive 
extra time. They will still be expected to comply with the scheduled finish time for the exam. 
 
Students must complete the assessment item (Examination/Class Test) as part of the school’s Work 
Completion Policy. 
 
If a student misses an Examination/Class Test the options are: 
 

¶ On the first day the student returns to school they are to report to the Head of Department and 
present a note of explanation from their parents or guardian detailing the reasons for missing the 
Examination / Class Test or; Present a medical certificate to the Head of Department or a parent 
or guardian must personally contact the administration on the day to explain the circumstances. 

 
If a student knows in advance that they will miss an exam the parent or guardian should personally 
contact the Administration to explain the circumstances and to discuss special consideration 
arrangements (if applicable). In most cases the student will be required to sit their Examination/Class 
Test at a time negotiated between themselves and the Head of Department. 

 

HOMEWORK CLUB 

The Everton Park SHS Homework Club is conducted for one hour after school on Mondays, 

Wednesdays, and Thursdays, from 3:15pm to 4:15pm. The purpose of the Homework Club is to assist 

students with improving results through developing better study habits, including time management skills 

and use of resources. All students are invited to participate. 

The school provides students with:   

¶ a quiet workplace to do their homework 

¶ access to the internet 

¶ supervision and teacher support 

¶ afternoon tea. 

 

Students participating in the Homework Club are required to: 

¶ bring their diary to show their learning goals 

¶ come prepared for an hour of quiet work with all 

resources needed 

¶ demonstrate consistent effort to achieve their goals. 

 

For purposes of student safety, students are required to register for Homework Club and a roll is kept. 

Student wishing to participate must return the completed form below to the office or to Kay Bishop. 
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ASSESSMENT POLICY 
 
1.0 INTRODUCTION 
 
This policy applies to all Year 7 – 12 students currently enrolled at Everton Park State High School. The 
aim of the policy is to ensure fairness and equity is maintained across the school, therefore, supporting 
students to achieve to the best of their ability.  Students are encouraged to participate and engage in 
their assessment programs. Assessment Instruments include assignments, tests, exams, practicals, 
reports, essays, oral and group presentations. 
 
Junior Secondary School 
All Key Learning Areas have Essential Learnings and Achievement Standards. Teacher judgments about 
student achievement are based on a collection of evidence gathered over time. When making judgments 
about achievement, teachers consider how the qualities of the student work best match the achievement 
standards. It is therefore important that all assessment items are completed to ensure teachers have the 
opportunity to develop student work to match the achievement standards. 
 
Senior School 
In Authority and Authority-registered Subjects, judgments of student achievement are made by matching 
students’ responses to assessment instruments with the standards descriptors and exit criteria outlined 
in the relevant syllabus. 
 
The Queensland Curriculum and Assessment Authority requires teachers to give consideration to the 
following principles when devising an assessment program for a two-year course of study: 

¶ Evidence about student achievement should be gathered in a continuous process. 

¶ Balance of Assessment is a balance over the course of study and not necessarily a balance 
over a semester or between semesters. 

¶ Exit achievement levels are devised from student achievement in all areas identified in the 
syllabus as being mandatory (compulsory). 

¶ Selective updating of a student’s profile of achievement is undertaken over the course of study. 

¶ A standard can only be awarded where evidence has been demonstrated.  Therefore, an “E” 
standard for a non-response for a particular assessment instrument cannot be awarded if there is 
no evidence for it.  

¶ Judgements of student responses can only be made: 

¶ where there is student work to match with syllabus standards descriptors 

¶ using syllabus standards associated with exit criteria 

¶ based on evidence available on or before the due date. 
 
2.0 RESPONSIBILITIES 
 
2.1 School 

¶ Publish all assessment dates early each semester 

¶ Provide students with assessment instruments in sufficient time to enable students to 
produce quality responses. 

¶ Notify students of check / draft and final due dates for student responses. 

¶ Provide feedback to students on their responses to drafts and the final assessment 
instrument in a timely manner. 

¶ Enact procedures that ensure a consistency of standards is maintained in the marking of 
student responses to assessment instruments. 

¶ Ensure that the students are fully aware of the syllabus standards descriptors associated 
with exit criteria for each instrument and that the necessary skills required to complete the 
task/s have been covered in the unit. 
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2.2 Student 

¶ Record Assessment due dates in student planners 

¶ Ensure all submitted responses to assessment instruments are the original work of the 
student. 

¶ Use the school reference policy. 

¶ Use in-class time effectively to develop responses to assessment instruments and to receive 
feedback on drafts. 

¶ Present a rough draft to teachers for each assessment instrument by the check/draft due 
date.  

¶ Submit responses to assessment instruments by 3.15pm on the due date, handing it to their 
teacher wherever possible. 

¶ If needed, complete an ‘Application for Extension Form’ for assessment instruments prior to 
the due date and submit to the class teacher providing support documentation (medical 
certificate, parent note with a legitimate reason etc.) 

¶ Plan ahead for assessment instruments: excursions, camps, computer problems, sporting 
activities etc. are not legitimate reasons for applying for extensions. 

¶ Year 11 and 12 - Obtain a medical certificate if absent on the due date for assessment 
instruments, the day of exam. In the case of extenuating circumstances, parental contact 
should be made with the school. 

¶ Years 7-10 – A note from parents with a legitimate reason for the absence. 
 

2.3 Parent / Caregivers: 

¶ Use school website to download a copy of the assessment calendar and assist their student 
to transfer information to their student planner. 

¶ Encourage students to submit all drafts and final responses to assessment instruments by 
the due dates. 

¶ Inform the appropriate school staff of any difficulties relating to the completion of assessment 
instruments and provide documentary evidence where necessary. 

 

3.0 EXAMINATION POLICY 
 

3.1 Introduction 
Students are notified of exams for each of their subjects through the assessment calendar at the 
beginning of each semester.  As students are given notice when exams are scheduled, they should 
avoid all appointments that clash with exam dates. Unless an Exam block (a formally constructed 
exam timetable) is used, all examinations for each year level will be held in class time. 

 
3.2  Examination Procedures 

 

Students must: 

¶ have the correct materials to complete the exam. 

¶ follow the instructions of the exam supervisor without question. 

¶ not communicate with other students. 

¶ avoid actions which may lead to ‘cheating’. 

¶ raise their hand if they need assistance 
 

3.3 Missed Examinations 
 

If a student is absent on the date of an exam: 

¶ Years 10, 11 and 12 – The absence must be justified by a medical certificate and/or parental 
contact with the school on the date of the absence with a legitimate reason.  Failure to 
produce a medical certificate or such reason will mean that a student is absent without cause 
on the day and therefore receives no credit for that particular piece of assessment.  The exam  
or an alternative may still have to be taken in order to cover the mandatory requirements of 
the course. 
 



. 
 

Everton Park State High School 

Proud to be in Partnership with                                          23                                 Proudly an Independent Public School             

 

 

¶ Years 7, 8 and 9 – The absence must be justified with parental note or contact with the school 
on the date of the absence.  Failure to produce a note or parental contact with the school will  
mean that a student is absent without cause on the day and therefore receives no credit for 
that particular piece of assessment.  The exam may still have to be taken in order to cover 
course requirements. 

 

Students who miss an exam are required to negotiate with the teacher, on the day of their return to 
class, a date for the completion of the exam. 
 

If a student has prior knowledge that he/she will be unable to sit for an exam at the designated time, 
it is at the discretion of the Head of the Department as to the suitability of the student being offered 
an opportunity to sit for an early or late examination. 
 

4.0 ASSIGNMENT POLICY 
 

4.1 Check / /Draft Dates 

¶ Students will be notified of a check/draft date for their responses to the assessment 
instrument (the purpose for of a check/draft date is to give feedback, check authenticity, 
ensure students are completing the task correctly and that sufficient progress has been 
made.) 

¶ If a draft is not sighted or sufficient progress is not being made, parental contact will be made 
(point of intervention). 

¶ Each faculty area will have a specific check/draft procedure that will be made explicit to 
students. 

¶ In general, feedback will be given on drafts that are handed in on time. 

¶ A Bibliography must accompany drafts as well as the final responses to the assessment 
instrument. 

¶ Drafts, journals etc. must be handed in with the final response to the assessment instrument 
as proof of authorship. 

 

4.2 Request for an Extension 

¶ An extension will only be granted in cases of genuine illness or exceptional circumstances. 

¶ An Application for Extension form must be handed to the class teacher BEFORE the due date. 
The application must be supported by appropriate documentary evidence – a medical 
certificate, note from parents with legitimate reason etc. 

¶ Students are expected to plan ahead for assessment instruments.  Excursions, camps, 
sporting activities etc. are not legitimate reasons for applying for extensions. 

¶ See Attachment 1 for An Application for an Extension  
 

4.3 Submission of Assignments 

¶ Completed assignments will usually be handed in to the class teacher during class time on 
the due date.  However all assignments must be delivered to the teachers by 3.15pm at the 
latest. 

 

4.4 Students Absent on the Due Date for an Assignment 

¶ If students are aware that they will be absent on the due date, the completed assignment 
must be handed in before the due date. 

¶ When a student is absent from school on the day an assignment is due, they may submit 
assignments by electronic means if appropriate.  However, they must still present a hard copy 
to their teacher with appropriate documentation (task sheet, draft to prove authorship etc.) on 
their return to school. 

¶ If students cannot arrange for the completed assignment to be delivered to their classroom 
teacher, they must present their completed assignment to the class teacher at the beginning 
of the first day they return to school together with the appropriate documentation as follows: 
 

¶ Years 10, 11 and 12 
Medical certificate or in extenuating circumstances parental contact with the School 

¶ Years 7, 8 and 9  
 Note from parent with valid reason 
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4.5 Late Submission on Student Responses to Assignment 

This relates to students submitting responses to assessment instruments after the due date without 
the prior approval of an extension. 
 

¶ In cases of late submission of student responses to assessment instruments, judgements are 
based on evidence available on or before the due date (e.g. class work, collected drafts, 
rehearsal notes, photographs of work). 
 

¶ Late submission of student responses may result in a lower level of achievement at exit 
especially if the late response involves a mandatory aspect of the course. 

¶ Individual cases of late submission will be treated on their merit.  As a result of the 
discussions (between the student, subject teacher and Head of Department), a student’s 
responses to an assessment instrument may contribute to completion of course requirements. 

 
4.6 Non-Submission 

¶ If a draft has been submitted or other evidence has been gathered a standard will be awarded 
by matching the evidence in the check / draft to the standards descriptors associated with the 
exit criteria as if it was a final product.  The student’s folio will be notated accordingly.  
Students still must submit a final copy in order to meet course requirements. 

¶ For students who are persistently absent from school, absence of evidence (in cases of non-
submission of student responses) will be documented on the student profile as non-submitted. 

¶ Standards are NOT awarded when there is no evidence (i.e. an “E” standard will not be 
awarded where there is no evidence for it). 

 
When non-submission of student responses to assessment instruments prevents a teacher from 
making valid judgments about a student’s coverage of a course of study, the student may receive a 
‘Not Rated’ for the particular semester.  In this case, the Head of Department will advise the Principal 
who will make the decision not to give credit for the semester if she considers the achievement and 
coverage of the course of study to be insufficient to be able to award a level of achievement for the 
subject. 
 
If credit is not given for the semester, students and parents will be advised and this could affect: 

¶ QCE eligibility 

¶ The recording of the subject on the Senior Statement 

¶ OP or rank eligibility 

¶ The number of semester units of academic credit 
 
Late Submission and Non-submission of student Responses to Assessment Instruments in 
Authority Subjects and Authority-registered Subjects (QCAA Policy January 2015) as follows: 
 
Fairness to all students and the integrity of results reported on the Senior Certificates requires that 
no student be exempted from meeting the substantive requirements of a syllabus for Authority and 
Authority-registered subjects. 
 
The judgement of a student’s achievement for an area of learning is informed by what a student 
knows and can demonstrate. If, through non-submission of assessment, a student does not provide 
this evidence, a judgement cannot be made. For frequent non-submission of assessment tasks a 
student has not met the substantive requirements of the syllabus and the student and the 
Queensland Curriculum Assessment Authority (QCAA) must be notified that no result for that 
subject will appear on the Senior Certificate. 
 
Where substantive requirements have been met yet the assessment requirements outlined in the 
approved work program for awarding exit levels of achievement are incomplete, a student may still  
receive a level of achievement but consideration may be given to the number of semesters of credit 
awarded by the school for the course of study. 
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4.7 Use of Computers 

¶ Problems with computers, printers or disks are no excuse for late submission of student 
responses to the assessment instruments. In the case of printer failure, the student is to either 
email the response to the assessment instrument or submit the response on a disc or USB. 

¶ Digital submission of a response (where appropriate) must be arranged with the student’s 
teacher before the due date and the date on the email shall be taken as the date of submission. 

 

4.8 Original Work 
 

4.8.1 Plagiarism and Cheating 
      Students must read the Everton Park State High School Plagiarism Policy, which informs them of 
 the consequences of any breach of the policy.   
 

4.8.2 Referencing 
Everton Park State High School requires that students use the Harvard referencing system.  Details 
are to be found in the Student Planner. If you need more information, speak to the Teacher-Librarian 
or your Subject Teacher. 

 

5.0 SPECIAL PROVISIONS 
 

In the case of extended absences, or extenuating circumstances as determined by Administration and 
Guidance staff, a level of achievement may be determined commensurate with that obtained for other 
test instruments in that semester. Special provisions may also be relevant for students with specific 
educational needs.  It is a positive act of making reasonable adjustment to assessment requirements 
and conditions to ensure that assessment is equitable.   

 

Policy on Special Provisions for School-based Assessments in Authority and Authority-
registered subjects (QCAA July 2015) is as follows: 

 

The responsibility for making decisions about special provisions lies directly with the schools. However, 
this policy should serve as an appropriate guide and reference for schools in making those decisions.  
 
“Special provisions” means making reasonable adjustments to conditions of assessment to ensure 
equitable opportunities for all students. Special provisions may apply to any student, depending on the 
circumstances. In making a decision about special provisions, the school is required to consider what 
adjustments to assessment conditions are reasonable in the circumstances. 
 

Exemption (allowing non-completion of some particular piece of assessment)  
 

An exemption will only be allowed when there is sufficient alternative information to make a judgment 
about an exit level of achievement without the student having to complete a particular assessment 
instrument. For example, an exemption may be appropriate where a student has missed an assessment 
instrument due to illness or because of some other legitimate absence, and completing the assessment 
would place an unreasonable burden on the student.  
 
An exemption is inappropriate if it results in insufficient evidence being available to make a judgment 
about the student’s exit level of achievement, or the student being unable to meet the mandatory 
requirements stated in a syllabus or study area specification.  
 
Copies of the following attachment are available at the Student Centre or can be downloaded from the 
school website. 
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EVERTON PARK STATE HIGH SCHOOL 

Request for Extension of Time for an 
Assessment Instrument 

 
 

 

STUDENT NAME:  …………………………………………………  YEAR LEVEL:  ………………………. 

 

SUBJECT:  ……………………………………………….  TEACHER:  ……………………………………… 

 

ASSESSMENT INSTRUMENT:  ………………………………………………………………………………. 

 

ORIGINAL DATE DUE:  ………………………………..……………………………..……………………….. 

 

REASON FOR EXTENSION REQUEST                                                          DATE: ………………….. 

Late Enrolment                    [        ] 

Bereavement                       [        ] 

Medical                                [        ]   Documentation provided   YES   [     ]       NO     [     ] 

Other ……………………………………………………………………………………………………………… 

PARENT/GUARDIANS SIGNATURE:  …………………………………….   DATE:  ……………………… 

 

TEACHER COMMENTS:  ……………………………………………………………………………………… 

……………………………………………………………………………………………………………………… 

TEACHER RECOMMENDATION:                YES   [       ]                        NO   [      ] 

TEACHER SIGNATURE:  ……………………………………………………  DATE:  ……………………… 

 

HOD COMMENTS:  ………………………………………………………………………………… 

……………………………………………………………………………………………………………………... 

HOD APPROVAL:                                         YES   [       ]                        NO   [     ] 

HOD SIGNATURE:  ………………………………………………………….  DATE:  ………………………. 

OPTIONAL STEP 

ADMIN APPROVAL:                                      YES   [       ]                        NO   [      ] 

ADMIN SIGNATURE:   ………………………………………………………  DATE:  ………………………. 

STUDENT ADVICE 

The request for an extension to the due date of your ASSESSMENT INSTRUMENT HAS / HAS NOT been  

granted. 

 

The new DUE DATE is:  ……………………………………………………………………………………….. 

 

SIGNED:  …………………………………………………. (HOD / ADMIN)   DATE:  ……………………… 

 

Student Advised by (Teacher/Admin)  ……………………………………………    DATE:  ……………………… 

Contact Method:       Phone        [    ]        Fax   [    ]       E-mail      [    ]          Mail      [    ]   Copy of request [    ] 

 
 



. 
 

Everton Park State High School 

Proud to be in Partnership with                                          27                                 Proudly an Independent Public School             

 

 
 

EVERTON PARK STATE HIGH SCHOOL 
 

Application for Special Provisions 
 
 

 

STUDENT NAME:  …………………………………………………  YEAR LEVEL:  ………………………. 

 

SUBJECT:  ……………………………………………….  TEACHER:  ……………………………………… 

SUBJECT:  ……………………………………………….  TEACHER:  ……………………………………… 

SUBJECT:  ……………………………………………….  TEACHER:  ……………………………………… 

SUBJECT:  ……………………………………………….  TEACHER:  ……………………………………… 

SUBJECT:  ……………………………………………….  TEACHER:  ……………………………………… 

 

I am applying for special provisions for the following reasons: 

Disability   [        ]        Specific type: ________________________________ 

Bereavement                      [        ] 

Medical                               [        ]   Documentation provided   YES   [     ]       NO     [     ] 

Other ……………………………………………………………………………………………………………… 

PARENT/GUARDIANS SIGNATURE:  …………………………………….   DATE:  ……………………… 

GUIDANCE OFFICER COMMENTS:   

……………………………………………………………………………………………………………………… 

GUIDANCE OFFICER SIGNATURE:…………………………………………… DATE:  ……… 

 

PRINCIPAL COMMENTS:  ………………………………………………………………………………… 

……………………………………………………………………………………………………………………... 

PRINCIPAL APPROVAL                                         YES   [       ]                        NO   [     ] 

PRINCIPAL SIGNATURE:  ……………………………………………….  DATE:  ………………………. 

HOD NOTIFICATION                                   

DATE:  ……………………….                                   YES   [       ]                        NO   [      ] 

 

STUDENT / PARENT ADVICE 

The request for special provisions HAS / HAS NOT been granted. 

Principal Signature:  …………………………………………………. DATE:  ……………………… 

Student Advised by Principal: ……………………………………………    DATE:  ……………………… 

Contact Method:       Phone        [    ]        Fax   [    ]       E-mail      [    ]          Mail      [    ]  Copy of request [    ] 

 

Refer to reverse: Identify how special provision is to be managed. 
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PLAGIARISM POLICY 
 

Everton Park State High School values excellence in learning and respect for the intellectual property 
rights of others. We regard plagiarism as academic dishonesty, theft, and an ethical offence. A student 
who plagiarises is dishonest with their teacher, their peers and themselves. Everton Park State High 
School regards plagiarism as unacceptable behaviour. 
 

Policy 
All students are expected to adhere to the highest standards of personal honesty and integrity in their 
work. Submissions to teachers must be original, or respect the intellectual contributions of others through 
correct referencing. The school has adopted Harvard referencing and bibliographic formats. These are 
outlined in the Student Planner and the Library Intranet.  Any violations of this policy will have serious 
consequences. 
 

Definition 
Plagiarism is defined as stealing and passing off the ideas and words, and pictorial material, of another 
as one’s own, when they actually come from another source. This source may be written, oral or 
electronic, and includes copying/pasting from the Internet. 
 

Examples of Plagiarism 
You are plagiarising when you deliberately or unintentionally: 

¶ Copy in any way (including copy and paste, paraphrase, etc.) information, ideas, theories, 
opinions, concepts or graphics from another source (including the Internet, books, novels, 
television shows, photographs, designs, pictures, films, CDs, etc) without acknowledging the 
source. 

¶ Copy verbatim (exactly) material from another source without putting it in quotation marks and 
acknowledging the source with a reference. 

¶ Fail to provide a correct bibliography with your assignment. 

¶ Fail to name a person you quote when presenting an oral report. 

¶ Copy part or all of another person’s (parent, friend, tutor, another student) work and hand it in as 
your own. 

¶ You purchase or obtain a paper from an Internet research service or ‘paper mill’ and submit it as 
your original work. 

 

How to Avoid Plagiarism 
To avoid inadvertent plagiarism, you should try these techniques: 

¶ Read through your assignment task carefully. Check with your teacher that you understand 
your task. You are less likely to copy if you feel confident that you know what to do. 

¶ Understand and use referencing techniques; acknowledge sources by way of references and 
a bibliography. 

¶ Refer to your Student Planner or the Library Intranet. 

¶ Use the Referencing and Bibliography Guides and Generators available on the Library Intranet. 

¶ When taking notes, always jot down the bibliographic information so you acknowledge it (and 
find it again) 

¶ when writing your assignment later. 

¶ When quoting, put the words in quotation marks “like this”, and acknowledge the original 
author. See the 

¶ Library Intranet or your Student Planner 

¶  Statistics, graphs and other illustrative sources also need to be acknowledged. 

¶ Use a large variety of sources, this will strengthen your writing and make you less likely to 
plagiarise. 

¶ Don’t waste time, give yourself enough time to research, take notes, think and write your drafts 
and final piece. 

¶ That’s why you are given several weeks to research. 

¶ Do not copy someone else’s work and hand it in as your own. 

¶ Do not allow someone else to copy your work and hand it in as their own. 
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Consequences 
If a teacher reasonably believes, based upon significant evidence, that a student has been guilty of 
plagiarism or assisted another student to do so, then that student may be subject to any of the following 
penalties, depending on the nature and extent of the plagiarism: 
 
Verbal warning 

¶ Plagiarised sections eliminated/ignored and assignment marked on what remains resulting in: 

¶ Reduction of marks for the assignment, or 

¶ No marks given at all for the assignment. 

¶ Insistence on student re-writing the assignment (or a similar one), using original ideas or style. 

¶ Written notification to parents/guardians, possibly with interview. 

¶ Referral to Head of Department, Administration team or Guidance Officer for additional 
discipline/counselling. 

¶ Incident recorded. 

¶ Suspension of participation in designated school activities. 
 
Please note that the penalties for tertiary plagiarism are even more severe, and may include exclusion 
from a subject or course, even if fees have been paid. 
 
Conclusion 
This policy has been developed for the protection of Everton Park State High School students who 
observe the guidelines for honest authorship, and for the protection of our academic community’s 
integrity. 
 
Bibliography 
Gardner, David 2003, “Plagiarism and How to Avoid It.” University of Hong Kong, [Online], 
Available: http://ec.hku.hk/plagiarism/introduction.htm [5 February 2008] 
Harris, Robert 2004, “Anti-Plagiarism Strategies for Research Papers” Virtual Salt [Online], 
Available: http://www.virtualsalt.com/antiplag.htm [5 February 2008] 
King, Jennie 2004, Plagiarism Draft Policy, (later modified by Corinda SHS & then Craigslea 
SHS & Ferny Grove SHS), Brigidine College. 
University of Queensland 2003, “Plagiarism: Avoiding, Stopping and Detecting” UQ Library, 
[Online], Available: http://www.library.uq.edu.au/training/plagiarism.html [5 February 2008] 
 
 

 



. 
 

Everton Park State High School 

Proud to be in Partnership with                                          30                                 Proudly an Independent Public School             

 

 

PRIVACY INFORMATION SHEET FOR PARENTS/CARERS 
Enrolment Form for Queensland State Schools 

 

The school is part of Education Queensland in the Department of Education and the Arts. It is subject to 
Information Standard 42 – Information Privacy (IS42) which controls how it must collect, store, use and 
disclose personal information. 
 

Why does Department of Education & Training collect personal information at enrolment? 
The Department of Education & Training collects personal information on the attached enrolment form so 
it can: 

¶ meet its legal obligations under the Education (General Provisions) Act. 

¶ meet its duty of care to all students and staff members; and 

¶ administer and plan for providing appropriate education and support services to students. 
 

Also, the State of Queensland has agreed to collect information about students’ gender, indigenous 
status, socio-economic background and language background and provide it to the Commonwealth. 
Commonwealth law requires Department of Education & Training to collect and provide the information 
to the Commonwealth Department of Education & Training, Science and Training (DEST) in order for the 
Commonwealth to provide funding for education to the State. 
 

Do you have to provide all of the information requested on the enrolment form? 
NO, you do NOT have to provide ALL of the information requested on the enrolment form. However, 
Education Queensland requires certain information by law to ensure that those seeking enrolment are 
eligible. Education Queensland also requires personal information to ensure that the school can meet its 
legal ‘duty of care’ obligations and to provide appropriate education and support services to students. If 
you choose not to provide the information requested on the enrolment form, the school may be unable to 
enrol the person as a student, or properly care for the student or provide appropriate education and 
support services to the student. 
 
Do you have to provide the information requested by the Commonwealth? 
NO, it is voluntary. You do NOT have to provide the information requested by the Commonwealth. The 
State of Queensland is required by law to collect and pass on the information, that you choose to give, to 
the Commonwealth BUT you decide whether to give that information to Education Queensland. 
 
What will happen to the information collected by Education Queensland and provided to the 
Commonwealth? 
QCAA normally collect information on students’ sex, indigenous status and language background and 
use it to provide appropriate education and support services to students. The school will continue to 
collect and hold this information. The two questions on the enrolment form about the student’s socio-
economic background are about you, the student’s parent/caregiver. Education Queensland will not 
retain this information. The questions are: 

Á What is the highest year of primary or secondary school the parents/caregivers have 
completed? 

Á What is the level of the highest qualification the parents/caregivers have completed? 
 

The information regarding gender, indigenous status, socio-economic background and language 
background is given to: 

¶ the Queensland Studies Authority so that it can be linked with students’ numeracy and literacy 
test results; and 

¶ the Commonwealth Department of Education, Science and Training. 
Information provided to the Commonwealth government is aggregated and does not identify individuals. 
Your socio-economic background information is entered into a database using only the student’s 
numerical identifier. The name of the student and your name(s) are not part of the States’ reporting 
requirements. The school will destroy the forms used to collect your socio-economic background 
information and will have no future access to the data. 
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Are a student’s records transferred when the student moves from a Queensland State school to 
another school within Queensland? 
YES, a student’s records are transferred when the student moves from a Queensland State school to 
another school within Queensland. Department of Education & Training is permitted by law to transfer 
information about a student from a State school to another State school or from a State school to a non-
State school within Queensland. This helps the new school to understand the student’s needs and 
assists with continuing appropriate educational support programs. It also provides an opportunity for 
parents/carers to review and discuss the information being transferred to make sure that it is up to date, 
accurate and complete. 
 
In what other circumstances can the school or Department of Education & Training disclose 
personal information? 
Education Queensland can only use and/or disclose your personal information in accordance with IS42. 
Further, under IS42, Department of Education & Training can disclose your personal information that is 
relevant to other organisations if: 

¶ you consent; 

¶ you are likely to be aware that the disclosure is usual practice; 

¶ it is required or authorised by law; 

¶ it is necessary for law enforcement; or 

¶ it is believed to be necessary to prevent or lessen an imminent threat to a person’s health or life. 
 
Listed below are Queensland government agencies to which Education Queensland regularly discloses 
relevant personal information under IS42. 

¶ Queensland Transport; 

¶ Queensland Studies Authority; 

¶ Queensland Police Service; 

¶ Department of Education, Training and Employment; 

¶ Department of Child Safety; 

¶ Department of Communities; 

¶ Disability Services Queensland. 
 
Education Queensland is also regularly required by Commonwealth law to give personal information to 
the following Commonwealth government agencies for data matching for the payment of welfare benefits: 

¶ Centrelink; and 

¶ Australian Taxation Office. 
 

How can you access the information about your child enrolled at a Queensland State school? 
You may request access to personal information about you or your child held by Education Queensland 
or a school by making a request in writing to the principal of the school. The principal will assess your 
request in accordance with Education Queensland policy. You may also apply in writing to Education 
Queensland for access under the Freedom of Information Act 1992. 
 

What are your responsibilities as a parent/carer regarding personal information? 
It is the responsibility of parents/carers to continue to provide to the school up-to–date and accurate 
information when circumstances change so that the school can meet its obligations to the student. This 
will include, for example, maintaining current contact information and advising the school of any relevant 
changes to custody or care arrangements. 
 

Further information 
If you have any questions about information privacy practices of Education Queensland, please first 
contact the school principal or consult the Department of Education, Training and Employment website. 
See Information Standard 42 for further information. 
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MAKING A COMPLAINT 
 

During the course of your children’s school years, you may have cause to make a complaint about an 
issue with your child’s education.  
 

Education Queensland is committed to ensuring that all complaints are dealt with in a fair and equitable 
manner. There are processes and support structures in place to enable parents/carers and students to 
work through any issues they may have with Education Queensland provisions.  
 

When making a complaint, it is in the best interest of complaint resolution to ensure that you:  
• provide complete and factual information in a timely manner  
• deliver your complaint in a non-threatening and non-abusive manner and  
• not make frivolous or vexatious complaints or include deliberately false or misleading information.  
 

You should be aware that if you are making a complaint about a staff member, that in most instances the 
staff member will be told of the complaint and offered the right of reply. You also have the right to have a 
support person participate throughout the process.  
 

If your complaint relates to suspected official misconduct or criminal activity then you should make your 
complaint directly to the Crime and Misconduct Commission (www.cmc.qld.gov.au/) or the Queensland 
Police Service (www.police.qld.gov.au/).  
 

The following 5-step procedure may assist parents/carers, and school staff to reach an outcome that is in 
the best interests of the student.  

1. Discuss your complaint with the class teacher  

If your complaint is with your child’s teacher or relates to an issue concerning your child’s experience at 
school, make an appointment with that teacher as soon as possible through the school administration. 
Share the information you have about the problem with the teacher. Give the teacher an opportunity to tell 
you all he/she knows about the incident or problem. Together, both parent/carer and teacher, should then 
take steps to resolve the problem at this level. 
  

The teacher will make a record of the complaint and report your meeting and any outcomes to the school 
principal.  

2. Discuss your complaint with the principal or ask the principal to assist by participating in informal 
conflict resolution  

Where the teacher has been approached as above but the issue remains unresolved, make an 
appointment with the school principal to discuss the issue further. Alternatively, you and the teacher may 
agree to ask the principal to act as a go-between in informal conflict resolution in an attempt to resolve the 
problem.  
 

If your complaint is related to the school more generally including issues of school policy or its compliance 
or non-compliance you should raise your complaint directly with the principal or his/her delegate. For 
example, the principal may refer your complaint to a deputy principal or registrar. The staff member will 
make a record of your complaint and work with you to resolve the issue.  
 

Complaints to the principal may be lodged in person, by telephone, writing or via electronic format through 
the “Schools directory” at www.education.qld.gov.au/schools/directory - select relevant school, then click 
on the email link. 2  
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3. Contact Regional Office  
If you have discussed the issue with the principal and still feel that your complaint has not been addressed, 
you have the right to contact the Regional Director who is the supervisor of the principal and oversees 
activities of schools in that particular education district of Queensland.  

 

Complaints may be lodged by telephone or in writing. Complaints should be specific in detail, and outline 
the steps taken to date to resolve the issue. Remember to date the letter, give your full name and address 
and sign it. The district office will make a record of your complaint.  

 

Anonymous complaints will only be acted upon if enough information is provided to allow for follow up with 
the principal.  

 

Addresses and telephone numbers of district offices are listed under the heading Department of Education & 
Training in the White Pages of your local telephone directory and are also available through the “Schools 
directory” at www.education.qld.gov.au/schools/directory 

 

When you contact the district office you will be advised that your name and the nature of your issue will be 
reported back to the principal of your school. Staff at the district office will assist in seeking resolution to 
the issue.  

4. Complaint still not resolved 

If, as a parent/carer you feel that your issue has not been resolved through the district office process, you 
have a further right to make a complaint to the central office of Department of Education & Training.  

 

Parents/carers may choose to progress their complaint in writing to the Deputy Director-General Education 
Queensland. The Office of Department of Education & Training will seek to assist with the resolution of 
your complaint through referral:  
 

The Office of Department of Education & Training can be contacted at: Department of Education & 
Training, PO Box 15033, CITY EAST, Qld, 4002.  Telephone:  13 QGOV (13 74 68).  

5. Independent review  

If, as a complainant you feel that your issue has not been resolved through these formal processes the 
Queensland Ombudsman provides an avenue for an independent review of the Department’s decision. 
The Ombudsman may be contacted at: Office of the Ombudsman, GPO Box 3314, Brisbane, Qld 4001 
Email: ombudsman@ombudsman.qld.gov.au Tel (07) 3005 7000 or Toll Free 1800 068 908 or fax (07) 
3005 7067  

A role for Parents and Citizens’ Associations (P&Cs)  

It is understandable that parents/carers may sometimes feel overwhelmed when approaching a school or 
the department with a complaint. While the Queensland Council of Parents and Citizens’ Associations Inc. 
(QCPCA) does not advocate on behalf of individual parents or carers, individuals can request their own 
P&C to provide support in these circumstances. The P&C can in turn seek assistance from QCPCA to 
provide guidance in resolving the complaint.  

 
Complaints about services that are run or managed by the P&C at your school, for example, after school 
care or the canteen, should be directed to the P&C in the first instance.  
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