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Introduction  
1. Aim  

 
The objective of the Pastoral Care Policy at My Dream Australian Academy is to offer students 
effective learning experiences that align with and reinforce the school's academic, behavioral, 
and Islamic educational objectives. The program strives to teach moral education to enable 
students to become valuable contributors to Australian society. 
 
We aim to adopt a holistic approach that fosters the development of students in all components 
of their character, including spiritual and religious, physical, emotional, moral, and academic 
skills. 
 
The school counselor plays a crucial role in supporting students in a safe and nurturing 
environment to achieve their educational goals. They provide guidance and counseling to 
students facing educational, emotional, social, or psychological challenges. 
 
The school's Religious Advisor (Chaplain) has the following responsibilities: 
 Advise and support the implementation of Islamic Studies and Values education. 
 Lead the development of teaching and learning activities that support Islamic studies and 

values education. 
 Contribute to staff professional development and meetings to foster a shared 

understanding of the values of education. 
 Develop a program for educating parents about Islamic studies and values education. 
 Provide counseling and support to students facing spiritual, social, or personal hardships. 
 Support staff in addressing negative social behavior using Islamic principles and values 

education. 
 

2. Inclusion of Students with Special Needs 
 

At My Dream Australian Academy (MDAA), the well-being and education of all students are highly 
valued. MDAA is committed to providing high-quality education and a safe environment for every 
student, regardless of their race, ethnicity, or background. The school actively supports students 
with disabilities by implementing strategies that: 
 Promote inclusivity 
 Raise awareness about the rights of every individual 
 Embrace diversity and respect for differences 
 Adapt teaching strategies to meet the needs of all students 
 Establish operational and management procedures to support students with special needs. 

 

3. The Importance of Homework 
 

According to MDAA, homework refers to the assignments given to students by their teachers to 
be completed at home after school hours or on weekends. MDAA believes that homework is 
crucial for students' learning and personal growth. It allows students to develop skills and acquire 
new knowledge. Homework benefits students in various ways, such as: 

1. Developing time management skills 
2. Encouraging self-directed learning 
3. Promoting responsibility 
4. Enhancing memory retention 
5. Enabling parents to monitor students' performance 



 

 

6. Facilitating content revision 
7. Fostering persistence 
8. Facilitating the acquisition of new skills 
9. Cultivating a positive attitude towards learning 
10. Encouraging a deeper understanding of concepts 
11. Reducing screen time 
12. Instilling good study habits. 

 
What is expected of students regarding homework? 
 

a. Teachers assign homework to extend students' learning beyond the classroom. 
b. Students are required to complete the assigned homework tasks. 
c. If students fail to complete or submit satisfactory homework, negative points will be 

recorded in the school's compass: 
i. Negative 1 for unsatisfactory completion 
ii. Negative 2 for non-completion 

d. If a student repeatedly fails to complete homework, the teacher will contact the parent 
to discuss strategies for assistance. 

 

4. Student Leadership 
 

MDAA actively promotes a school culture that values student engagement and empowers 
students to participate in decision-making regarding their educational experiences. Student 
voice at MDAA goes beyond simply "having a say" or "being heard." It is highly regarded, and 
the school takes action based on students' perspectives and opinions, allowing them to shape 
their learning and decision-making. MDAA offers various student clubs that provide a wide 
range of options. In each club, students elect their leadership team, including a team leader, 
deputy, and treasurer. These club teams plan and design activities, and their work is 
showcased in the school newsletter and magazine.
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4. Rights and Responsibilities 
RIGHTS RESPONSIBILITIES 
I have the right to be free from ridicule or emotional harm. Text Rewritten on 9th-grade Grade Reading Level:  

I have the right to be treated with respect and courtesy. I have the duty to treat others with respect and not mock or intentionally hurt their 
feelings. 

I have the right to be safe from any threats, violence, or harm. I have the responsibility to behave well and show respect towards my classmates 
and teachers. I should be able to express disagreements politely. 

I have the right to have my belongings protected. I am accountable for my own safety and the safety of others by not threatening, 
hitting, or causing harm to anyone in any way. 

I have the right to learn in a classroom environment that is conducive to my 
education. 

I am responsible for not damaging or destroying other people's property. 

I have the right to engaging educational activities that will help me achieve my goals. I have the obligation to collaborate with teachers and my peers to ensure that 
lessons are not disrupted and that I stay up to date with assignments and 
homework.  

 I am responsible for being punctual, attending school regularly, and actively 
participating in educational activities for my own benefit. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

MDAA Student Behaviour Management Policy 
5. Implementation matrix  

Minor offence  
Level of 
offence 

Negative points in Compass Consequences   

 Examples of minor offence Teacher  
(How the teacher can 
deal with minor behaviour 
misconduct) see # below  

Principal 
meeting 

Parents 
Notification  

Minor offence Negative points 
in Compass 

1 2 3 4 

1-
4 

te
ac

he
r t

o 
m

an
ag

e,
  

  

Negative 5 
points 
principal 
meets with 
the 
students  

Parents will 
be notified for 
after school 
detention.  

Keeping 
everyone safe  

a. Failure to follow instructions of staff (Defiant/threat/s to adults)   
b. Rough play (Physical misconduct)  
c. Playing contact sport without permission or unsupervised (Physical misconduct)  
d. Possession, use or distribution prohibited items (Possess prohibited items) 

including mobile phone in the class. 

  

 Being 
RESPECTFUL 

a. Failure to follow instructions of staff (Defiant/threat/s to adults) 
b. Excessive talking (Disruptive) 
c. Excessive calling out (Disruptive) 
d. Repeatedly walking around the room (Disruptive) 
e. Use of offensive language in general conversation (Verbal misconduct) 
f. Graffiti and Vandalism (Property misconduct) 
g. Teasing (Verbal Misconduct)   

  

 a. Failure to follow instructions of staff (Defiant/threat/s to adults)  
b.  Late to class (Late)   
c. Leaving class without permission (Truant/skip class)   
d. Failure to bring equipment to class or excursions (Refusal to participate in program 

of instruction)   
e. Use of mobile phone (Possess prohibited items) 
f. Inappropriate use of school electronic devices (IT Misconduct) In an out of bounds 

area (Non-compliant with routine)   
g. Failure to wear 

  

Student 
academically 
STRIVE TO 
EXCEL 

a. Failure to participate in class activities (Refusal to participate in program of 
instruction) 

b. Cheating 
c. Failure to complete homework 
d. Refusal to participate in program of instruction. 
e. Non submission of assignment  

  

 



 

 

# a.  re-directing student to the learning activities. 
b. taking the student aside and asks:  
What are you doing? If necessary, state the observed behaviour.  
What happens if you do it again? If necessary, state the possible consequence. a minor consequence that is logically connected to the behaviour. 

$ a. the principal will assist principals to determine the:  
• level of risk to the safety or wellbeing of members of the students; and  
• likelihood the behaviour will adversely affect the good order and management of the school.  

Major Offence  
Level of 
offence 

Negative points in Compass Consequences   

 Examples of minor offence Teacher  
(How the teacher can 
deal with minor behaviour 
misconduct) see # below  

Principal 
meeting 

Parents 
Notification  

Minor offence Negative points 
in Compass 

1 2 3 4 

1-
4 

te
ac

he
r t

o 
m

an
ag

e,
  

  

Negative 5 
points 
principal 
meets with 
the 
students  

Parents will 
be notified for 
after school 
detention.  

Keeping 
everyone safe  

a. Inappropriate use of equipment machinery and chemicals with the potential to 
cause serious harm (Misconduct involving object)   

b. Physical violence towards another student (Physical misconduct)       
c. Possession, use or distribution of illegal substances (Substance misconduct 

involving illicit substance)   
d. Possession, use or distribution of weapons (Possess prohibited items)   

  

 Being 
RESPECTFUL 

a. Use of offensive language/gesture directed at another student in a threatening 
manner (Verbal misconduct/Physical misconduct)   

b. Use of offensive language/gesture directed at a staff member (Verbal 
misconduct/Physical misconduct)   

c. Bullying/harassment/defamation (Bullying/harassment)   
d. Serious threat to harm another student (Threat/s to others)   
e. Threat to harm a staff member (Defiant/threat/s to adults)   
f. Inappropriate use of electronic devices – taking and distribution of images 

and/or recordings in all settings (IT misconduct)   

  

Student 
academically 
STRIVE TO 
EXCEL 

a. Failure to complete minor consequences (Third minor referral)   
b. Cheating (Lying/cheating)   
c. Non submission of assessment (Refusal to participate in program of 

instruction)   
d. Behaving inappropriately in uniform on the way to and from school/on 

excursion  (Other)   

  

 
 
 



 

 

6. Positive Behaviour Expectations and reward RIGHT  
 BE RESPECTFULL  

Treat others as you would like to be treated. 
BE RESPONSIBILE 
Do what you know is right. 

BE POSITIVE  
Stay positive. Bounce back. 

In the classroom 
and playground 

• Be friendly 
• Follow instructions Care for 

property Be polite 
• Use manners 

• Act safely 
• school uniform  
• Right place, right time  
• Report problems as they happen 
• Be honest 

• Be a friend  
• Aim high  
• Share space 
• Accept change and advice 
• Seek help 
• Help others feel special  
• Solve problems peacefully 

CLASSOOM • Allow teachers to teach  
• Allow yourself and others to learn by 

following classroom rules 

• Be an independent learner 
• Complete tasks  
• Be prepared 
• Look after property  
• Move around the classroom safely 
• Think and ask questions  

• Be supportive of classmates 
efforts 

• Strive for accuracy and quality work 
• Be open to learning new things 
• Ask for help 
• Share your ideas with others 

WALKWAYS  • Move quietly 
• Respect other learners 

• Walk on WADU area 
• Wait quietly 

• Report problems  
• Be patient 

TOILETS • Allow privacy  
• Use quietly 

• Use appropriately  
• Wash hands  
• Leave promptly 

• Wait your turn 

BEFORE SCHOOL • Greet people with Islamic greetings in a friendly 
way 

• Be on time Play safely • Accept the challenge of a new day 

PLAYGROUND • Play by the rules Cooperate 
Share the space 

• Care for the environment 

• Wear school hat Play safely 
• Walk on the concrete Play suitable 

games Put rubbish in 
• appropriate bin 

• Use kind words and actions 
• Be inclusive Actively participate 

Share equipment 
• Be a team player 

PLAYGROUND 
EQUIPMENT 

• Be aware of others • Use safely and correctly • Wait your turn 

AFTER SCHOOL • Be aware of others including parents  • Walk promptly to pick up area 
• Wait quietly 
• Use pathways 

• Wait patiently 

COMPUTERS • Allow privacy 
• Help others patiently 

• Protect your password  
• Be Cyber safe 

Speak up about problems 
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7. Health and Medication 
 

Health and Medication Procedures When an accident occurs, staff members are responsible for 
providing first aid to the injured person. If there is a qualified first aid officer available, they should 
assist as soon as possible. Medication The school is not legally required to administer medicine, but 
in certain cases, it may be necessary for children to continue attending school, especially when 
recovering from an illness. If medication needs to be taken during school hours, the school will agree 
to administer it under certain conditions. The following conditions must be followed:  

a) The medication must be clearly labeled with the student's name, medication name, dosage, 
and date.  

b) Written permission from the parents is required, and in some cases, written permission from 
the doctor with clear instructions on how to administer the medication may also be expected.  

c) The staff members responsible for administering the medication must follow all instructions 
regarding dosage, timing, and keep relevant records of the process.  

8. Storage of Medication  
 

1. Medication should be stored in the first aid cupboard or refrigerator, as needed.  
2. Students are not allowed to self-administer medication.  
 
What Records Must Be Kept  
1. Parent authorization to administer medication.  
2. Record of medication administration, including the date, student's name, drug, dosage, and staff 
member's signature.  
3. Health conditions, such as asthma, must be documented.  
4. Records of all injuries at school should be kept in the Accident/Incident Book.  
 

Excursions  
 For excursions involving water activities, a teacher trained in CPR must accompany the students.  
 First aid kits should be available for all excursions.  
 Children Who Have Sustained Injuries When dealing with injuries, standard questions should be 

asked to assess the situation:  
o Are you in pain? 
o How do you feel?  

Procedures for Dealing with Sick Students  
In case of a high temperature or fever, vomiting, headaches, or stomach pain, carers should be 
contacted immediately.  
Parents should be asked for their estimated time of arrival.  
All necessary first aid precautions should be taken.  
The school cannot administer any medication, such as Panadol, without authorization. A letter from the 
parent is required, and these letters can be collected from the office.  

Injured Students  
If a child sustains a facial injury or any other serious injury, parents must be contacted immediately 
and advised to seek medical attention.  
If an incident slip has not been filled, the administrative staff should complete one as soon as 
possible.  
 A record of the incident should be documented using the 'incident/injury report' (see pages 15-16).  
The child should be closely monitored.
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Medication Authority Form 
Parent/Caregiver to complete form 

 
 
 

Full Name: Class: Date of Birth:  
Note: If your child is to take more than one prescribed medication, please attach a separate request for each medication. 

 

Name of prescription medication:  
(Medicine must be sent to the School in the original container with the pharmacy name, medication and dosage frequency details on 
the container). 

 
Prescribed for (name of medical condition):  

 

Prescribed dosage:  
(A record will be kept of all doses administered at School. Any changes in dosage or frequency of administration must be notified to the 
School in writing). 

 
Side effects from the prescribed medication/s?  

 

Expiry date of the medication:  
 

Special instructions for administering the prescribed medication/s:  
 
 

If your child administers his or her own medication at home, do you request that he or she self- administer this 
medication at School? 

 

No Yes 
 
 

Disclaimer: The school nurse will give students their prescribed medicine. In some cases, with permission 
from parents, other staff members may also assist with giving medication. We want parents to know that we 
will take every possible precaution to make sure students receive the correct medicine. However, we cannot 
guarantee that medication will always be given correctly, and we are not responsible for any missed or 
incorrect doses. If there is an emergency, we will try to contact the parents first. If they cannot be reached, we 
will call the first emergency contact listed. In case of illness or injury, the school is allowed to seek appropriate 
treatment for the student. If a parent requests that staff members at My Dream Australian Academy give 
medication to their child, they must give their consent. By giving consent, the parent agrees to protect and not 
hold accountable the school's directors and employees for any injuries or damages that may occur as a result 
of giving medication. I have read and understand the terms outlined in the form. 

 
Parent/Caregiver: Signature: Date:  

(Print Name) 
 
 
 

Sick Bay Personnel: Signature: _ Date: 
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My Dream Australian Academy 

Medical Form 

Child’s Name:  D.O.B:  

Class:  Medicare Number:  
 
 

Parents’ Contact Telephone Numbers: 
Father: (W) Mother: (W) 
 (H)  (H) 
 (M)  (M) 

 
 

Does your child have any of the following conditions? Please circle 
one 

Heart/Vascular Disease Yes / No 
Rheumatic Fever Yes / No 
Tuberculosis Yes / No 
Asthma Yes / No 
Diabetes Yes / No 
Hepatitis Yes / No 
Epilepsy Yes / No 
Allergies* 
*If Yes, please specify below 

Yes / No 

 
 

In case of an emergency, we will try to contact your parents. If your parents don't answer, we will call 
the first emergency contact. If you ask us to give medication to your child, you must give us permission. 
By giving permission, you agree to protect and not hold responsible the directors and employees of the 
school in case of any injuries or damage caused by the medication. I understand and agree to the 
conditions stated on the form. 

Signature of 
Parent/Guardian: 

 Date:  

 
 

Office use only: 

Copy of Immunisation Certificate attached: YES / 
NO 



 

 

Teacher Incident/ Injury Report 
 

Name of teacher:   Date:   
 

(When) did the incident/ injury take place?   
 
 
 

(Where) incident occurred at:   
 
 
 

(How) describe the cause of the incident:   
 
 
 

(Who) witnessed the incident?  
 
 
 

Was the incident reported? (if yes to whom)   
 
 
 
 
 

First Aid Officer:  
 

Immediate first aid treatment:   
 
 
 

Was family contacted: (If yes, who)   



 

 

Incident/ Injury Report 
 

Name of child:   Year:  Class:   
 

1. Details of injury:  
 
 
 

2. How injury happened:   
 
 
 

3. Immediate first aid treatment:   
 
 
 

4. Further treatment necessary:   
 
 
 
 

5. Was family contacted?   
 
 
 
 
 
 

Teacher on duty: First Aid Officer: 
 

(Signature) 
 

(Signature) 
 
 
 

Note: 
(Please provide a copy of this report to the parents and Principal) 



 

 

 
 

STUDENT INCIDENT REPORT FORM 
(Incidents involving students inside school) 

 
INFORMATION ABOUT THE PERSON INVOLVED IN THE 

INCIDENT: 
 
 

 
 
Full Name:   Class:  

 
 
 
Completed By: 

Date of Incident: Time: Location: 

Describe the nature of injury, how it happened, factors leading to the event, substances or objects 
involved. Be specific: 



 

 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

Was medical treatment provided? (Tick the specific one) 
 

 Yes 
 No 
 Refused 

 
 
First Aid/Medical Treatment Provided by:   Date:   

Follow up:   

Any Consequences:   



 

 

 
 
 

9. CRITICAL INCIDENT AND EVACUATION 
Introduction: 
In the event of a disaster, the staff members who witness it must first report to the principal or someone 
in charge. The principal will then assess the situation and decide on the appropriate action, which could 
include handling a minor issue on-site, seeking help from emergency services, or evacuating part or all 
the school. 
 
Recovery and Debriefing: 
After consulting with senior staff, the principal will decide whether to allow students to return or disperse 
them. The principal will also arrange for a debriefing session to improve the emergency plan if 
necessary. 
 
Evacuation: 
The principal will initiate evacuation procedures in various situations such as fires, floods, bomb threats, 
storm and cyclone damage, or any disruption to essential building services. 
 
Basic Directions for Evacuation: 
When an emergency siren sounds, teachers will be instructed to evacuate. Everyone should exit through 
the nearest exit door and gather in the assembly area at the front of the school. Students should not 
bring anything with them. Teachers must bring class lists for roll call when they arrive at the safe area. 
Classroom doors should remain unlocked. Once at the assembly area, teachers should report any 
missing individuals to the Administration staff, who can provide first aid. Teachers should keep students 
calm and together. When the Principal or their delegate declares that the building is safe, teachers will 
escort students back to their classrooms. 
 
Principal's role in the event of an emergency: 
The principal’s role during an emergency is to identify and assess the risk, and then decide on the 
appropriate course of action. They should also brief the Police or Fire Brigade upon their arrival and 
move to the assembly area to ensure the presence of all staff and students. 
 
Role of the teachers: 
In the event of an emergency in their class, teachers should immediately report to the principal after 
ensuring the safety of their students. They should support and accompany students to the assembly 
area while keeping them safe and together. 
 
Role of the other teachers: 
Upon hearing the alarm, other teachers should organize their students to assemble in the classroom for 
evacuation. They should conduct a roll call to ensure all students are present, including those in the toilet 
or sick bay. They should then wait for instructions from the principal. If an emergency occurs in their 
classroom, they should evacuate using the planned route and proceed to the Safety/Assembly Area. 
They should also check the attendance of students and wait for further instructions from the principal. 
 

Role of the administrative team in the event of an emergency: 
The administrative team's role during an emergency is to line up for emergency response upon hearing 
the siren and move towards the emergency assembly area. They should assist the principal in 
contacting the appropriate emergency services and provide them with information about the emergency. 
The staff should be prepared for emergencies by having emergency numbers readily available, knowing 
the evacuation route, and being familiar with the Bomb Threat Proforma. They should also ensure that 
no one is left behind in rooms, storerooms, offices, or toilets, and collect the First Aid Kit to set up a First 
Aid Post at the emergency assembly area.



 

 

 

LOCAL AUTHORITIES 
 

IMPORTANT NUMBERS 
 

Emergency: 
000 

 
 

Auburn Police: 96468699 
 
 

Fire Brigade: 9790 5404 
 
 

Auburn Hospital: 87593000 
 

 
 
 
 
 
 
  



 

 

 
 

 

Bomb Threat Report 
 

Instructions: 
Use delaying tactics – DO NOT HANG UP 

Threat: 
First words spoken – show exact words: 

 
 

1.  Details of threat: 
Try to engage the caller if possible, by asking the following questions: 
BOMB? Where is it?   
When will it explode?   
What kind is it?   
What does it look like?   
When did you put it there?   
Are you going to call again? 
  
2.  Other questions of engagement: 
Why are you doing this?   
Are others involved with 
you?   
Who do you represent?   
Who are you?   
Other? 

 

3.  Threat Analysis 
 
 
 

Telephone Call: Local STD Public Private Mobile 
Did caller appear familiar with bomb location/ delivery 
point? 

 

Receiver of call:  Rank/ Position at 
School: 

 

Location:  Date:  

Time call received:  Action taken:  

 
 
 
 
 
 
 
 
  

A suspicious item is anything (e.g., package, vehicle) that is reasonably believed to contain explosives, 
an IED, or other hazardous material that requires a bomb technician to further evaluate it. Potential 
indicators are threats, placement, and proximity of the item to people and valuable assets. Examples 
include unexplainable wires or electronics, other visible bomb-like components, unusual sounds, vapors, 
mists, or odors. Generally anything that is Hidden, Obviously suspicious, and not Typical (HOT) should be deemed 
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