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ACKNOWLEDGEMENT OF COUNTRY 
 
We would like to acknowledge the traditional custodians of this land, the people of the Dharawal nation.  On 
this land they taught their children their beliefs, knowledge and culture and we pay our respect to them as 
we seek to do the same for our children. 

 

As we gather on these ancestral lands, we also acknowledge our God and Heavenly Father who made the 
heavens and the earth, and to whom we are responsible for the current stewardship of this land that has 
been entrusted unto us. 

 

 

 

 

 

 

 

 

 

Office Hours and Contact Details 

 
Reception is open from 8:00am to 4:30pm Monday to Friday during term time. The Office is 
also open during School holidays between 9:00am to 4:00pm. 

Telephone: 02 4297 6029 

Email: info@shellharbourac.nsw.edu.au 
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Who are we? 
 

Our College is a leading Christian Prep to Year 12 co-educational school, set on a spacious green 
campus just to the south of Wollongong. Founded in a region steeped in cultural history, our school 
has grown steadily and sustainably since first opening its doors in 2004, to over 880 students; and is 
still experiencing rapid growth with an increasing number of families wanting to join us, either now or 
in the future. 

Drawing from the areas of Shoalhaven Heads through to Thirroul, Shellharbour Anglican College 
is a growing Anglican coeducational day school for Preparatory through to Year 12, located in 
Shellharbour. The College opened in 2004 with 93 students. Our first Year 12 cohort graduated 
in 2009 at which time our community had grown to 510 students. 

 

Governance 

The Anglican Schools Corporation (TASC) 
The College is owned and operated by The Anglican Schools Corporation (TASC). TASC is a 
growing Christian organisation for schools across New South Wales whose vision is ‘Serving Christ by 
equipping students for His world.’ 

 
College Council 
The Corporation appoints a College Council to oversee the financial and strategic management of 
the College. The College Council carries the responsibility for approving broad policy direction and 
ensures that policies, once established, are implemented and practiced. 

Principal 
The Corporation also appoints the Principal who is given the responsibility for the educational 
program of the College, together with the responsibility for the day to day operation of the 
College. 
 

College Vision 
To be the best Anglican school that we can be under God. 
 

College Mission 
In Christ alone, we are building a learning community, dedicated to excellence and equipping to serve. 
 
College Values 
Our College values are central to who we are and underpin our community. They guide us as we 
seek to build a safe and supportive environment for all members of our community. Our values 
are 

• We commend and invite our community into FAITH in God, who makes himself known to us in 
and through Jesus Christ. 

• We seek WISDOM, celebrating the gift of learning so we will live well in God’s world. 
• We devote ourselves to COMPASSION, because Christ gave freely to us. 
• We cherish RESPECT for every person, recognising the image of God 

in every individual. 
 



Christian Ethos 
Shellharbour Anglican College recognises the centrality of God in Christ, both in our lives and in 
the world and places Christian teachings and values in the forefront of the education of our 
students. 

 
The teaching staff seeks to develop the Christian ethos of the College in a variety of ways: 

▪ through the exposure of the students to the teachings of Christian studies; 

▪ through the curriculum, which is developed within a broad framework of Christian 
attitudes, values and teachings; 

▪ through regular devotion times; 

▪ through Chapel and 

▪ through the teachers themselves, as they model the values and attitudes which they 
profess as Christians. 

 
It is our desire that students hear what teachers believe about important life issues and why they 
believe it. Our students will then learn to make and act upon a set of values, which we believe are 
essential for the establishing of a compassionate, just and principled society. 

 
Teachers are also encouraged to present alternative ideas, philosophies and viewpoints so that 
students develop the skills to think critically and to explore a range of perspectives. 
 

College Motto 
‘In Christ Alone’, draws us to consider the Cross. The Cross historically was an instrument of 
punishment and death. It is ‘In Christ Alone’ that the Cross became a symbol of new life, of hope 
and eternal salvation. For those of our College community who claim a Christian faith, we are 
acknowledging that ‘In Christ Alone” we find forgiveness once and for all and the strength and 
wisdom that we need for daily living. 



College Hymn – In Christ Alone 
 

In Christ alone my hope is found 
He is my light, my strength, my song 
This cornerstone, this solid ground 
Firm through the fiercest drought and storm 
What heights of love, what depths of peace, 

When fears are stilled, when strivings cease 
My Comforter, my all in all 
Here in the love of Christ I stand 

 
In Christ alone, who took on flesh 
Fullness of God in helpless babe This 
gift of love and righteousness 
Scorned by the ones He came to save’til 
on that cross as Jesus died 
The wrath of God was 
satisfied For every sin on Him 
was laid; 
Here in the death of Christ I live 
 
 
 
 
 

 

There in the ground his body lay 
Light of the world by darkness 
slainThen bursting forth in 
glorious day Up from the grave 
He rose again! 
And as He stands in victory 
Sin’s curse has lost its grip on 
me For I am His and He is 
mine  
Bought with the precious blood of Christ 

 
No guilt in life, no fear in death 
This is the pow’r of Christ in 
me; From life’s first cry, to 
final breath 
Jesus commands my destiny. 
No pow’r of hell, no scheme 
of man Can ever pluck me 
from His hand ’til He returns or 
calls me home Here in the 
pow’r of Christ I’ll stand! 
 
 

 

‘In Christ Alone’ words by Stuart Townsend & music by Keith Getty 
© 2001 Kingsway’s Thankyou Music MCPS Used by permission. CCL Licence No 47024 

 
 

College Prayer 
 
Our Father God, we thank you for this school and for the beautiful area in which we live. Help us 
to feel a part of this school community and help us make this a wonderful place to learn, to play 
and to grow. Bless the students, the staff and the parents of Shellharbour Anglican College. In 
Jesus’ name we pray. Amen 

 



Who are our Executives? 
 

College Executive 

Principal Mrs Megan Hastie 
Deputy Principal-Strategy & Innovation Mr Liam Bailey 
Deputy Principal-People & Culture Mr Adam Lear 
Head of Senior School Mrs Kelly Russell 
Head of Junior School Mr Andrew McPhail 
Director of Policy & Administration Mrs Monique Welsh 
Director of Strategic Communications & 
Advancement 

Mrs Melissa Mann 

Director of Infrastructure Mr Jonathon Turnbull 
Chaplain Mr Daniel Odell 
  

 
 
 

Junior School Staff 
Prep Coordinator Mrs Sara Lundberg 
P-2 Coordinator Mrs Sonia Rose 
3-6 Coordinator Mr Barry Luke 
Coordinator of Diverse Learning Ms Leanne Weiss 
Teacher in Charge of In-School Sport Mr Steven Christensen 
  

 
 
 

Senior School Staff 
Coordinator of Pastoral Care Ms Jodie Liddiard 
Coordinator of Learning Assessment Dr Michael Molkentin 
Coordinator of Diverse Learning Mrs Alison Waters 
Coordinator of English Ms Stacey Kernaghan 
Coordinator of HSIE Ms Jade Ten  Kate 
Coordinator of Mathematics Mrs Karen Williamson 
Coordinator of PDHPE Miss Lisa Close 
Coordinator of Science Mr Sven Barter 
Coordinator of TAS Mr Mitchell Layland 
Teacher in Charge of Careers Mr Craig Clunas 
Teacher in Charge of Correspondence Ms Erin Hick 
Teacher in Charge of Representative Sports Miss Lisa Close 
Teacher in Charge of In-School Sport/ Service 
Learning 

Miss Grace Fitch 

Teacher in Charge of Service Learning Mr Sven Barter 
Teacher in Charge of Duke of Edinburgh 

Bronze 
Silver 
Gold 

 
Mr Mark Peters & Ms Grace Fitch 
Mr Jonathon Hobbs & Mr Boaz Cooper  
Mr Nathan Alterator & Mr Dan Odell  

 



 

Heads of House – Senior School (Pastoral Care) 

 
Allen House Mrs Lyndall Coulthart (HoH) 

Mr Mark Peters (Assistant HoH) 
Booth House Mr Nathan Alterator (HoH) 

Mrs Liliane Heininger (Assistant 
HoH) 

Chapman House Mr Philip Young (HoH) 
Ms Anna Yawan (Assistant HoH) 

Chiswell House Mr Brendan Langley (HoH) 
Mrs Cassie Garrett (Assistant HoH) 



When does College Start? 
 

Term dates can be located on the College Website 

Arrival and Departure Times 
Arrival: No student should be on site before 8.30am. Teachers will be on duty from 8.30am. For 
Students in Prep-6, Camp Australia offers Before and After School Care.  

 
Afternoon: Students who walk home should leave the school grounds promptly. Students catching 
buses will be supervised. As the last bus leaves the College at 3.40pm, it is expected that all students 
will be picked up by that time. Students still on College grounds after this time, and not in Camp Australia 
or a Senior School program, should go to the Administration building where contact with 
parents/caregivers can be made. 
After school sport and cocurricular activities are held during the week which are supervised by 
teachers and finish by 5:00pm. 

Junior School Timetable 
 

8.30am Supervision of students commences 
9.00am Session 1 
10.40am Recess 

11.00am Session 2 (Mon, Tue, Thu, Friday)/ Chapel 
(Wed) 

12.15pm Session 3 
12.30pm Assembly (Thursday) 
1.05pm Lunch 
1.50pm Session 4 
2.55pm Kindergarten 
3.00pm Stage 1 

3.15pm Stage 2 and 3 
 

Prep students should be signed in at the Prep classroom by 8:55am. Prep day concludes at 
3:00pm.  
 
Senior School Timetable 

 
8.55am Roll Call 
9.05am Period 1 
9.50am Period 2 
10.40am Recess 

11.00am Period 3/ House Chapel (Tuesday and 
Wednesday) /Assembly (Thursday) 

11.25am Period 4 
12.15pm Period 5 
1.05pm Lunch 
1.50pm Period 6 
2.40pm Period 7 
3.25pm Class Concludes 

https://www.shellharbourac.nsw.edu.au/news-events/term-dates/


What are some regular events? 
 

 
Assemblies 
These are held on Thursdays down in the MPH. Parents need to sign in the Administration Building. 
Senior School is held at 11.00am and Junior School at 12.30pm. 
 
Chapel 
Junior School holds Chapel on Wednesday at 11.00am in the Amphitheatre. 

 
Senior School holds House Chapel on Tuesday (Allen & Chiswell House) and Wednesday 
(Booth & Chapman House) Period 3 in the MPH. 
 
Excursions 
All excursions are compulsory and are included as a vital part of each teaching program. Students 
will only be granted permission to miss excursions in exceptional circumstances and must catch upon 
work missed if permission is granted. 

 
The cost of excursions, cocurricular activities and sport is included in the service charges. Please 
note that for camps and extended trips there may be additional charges which parents will be notified 
of prior to the activity. 

 
Parent helpers may be needed from time to time and in such circumstances,  parents are encouraged 
to participate wherever possible. 

 
In the Senior School some students will participate in ongoing offsite school activities within normal 
school hours. The following A Permission for Regular Offsite School Activities note for these 
students to attend such activities for the duration of their enrolment 

 
Cocurricular Activities 
The College offers the following cocurricular activities 
 
Professional Development Days/Pupil Free Days 

The College recognises the importance of ongoing staff training and professional development. Staff 
participate in programs for further learning, this includes holding Professional Development days 
on pupil free days throughout the year. 
 

Presentation Assemblies 
This is a compulsory event for all Kindergarten to Year 12 students of the College. Students who 
do not attend Presentation Evening are not eligible to receive an award. Parents should notify 
the Principal in writing in advance if a student will not be in attendance. 
 

 
  

https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/senior-school-7-12/great-opportunities/


 
Outdoor Education 

The College’s Outdoor Education Program continues to be developed with a very strong focus 
on challenge and overcoming fears, friendship, teamwork and support of others. Students from 
Years 5 through to 10 will be engaged in Outdoor Education and it is considered an integral part 
of our Pastoral Care system.  For these reasons, it is a compulsory activity for all students. Year 11 will 
follow a modified program during the period that Years 5 to 10 are participating in Outdoor 
Education. 

 
Duke of Edinburgh Award Scheme (Years 9-12) 

The award is a youth self-development program. It is non-competitive and encourages young 
people to set and achieve goals. Four areas (community service, skills, physical recreation and 
expedition) must be completed to qualify for an Award at Bronze, Silver or Gold level. All Year 9 
Students have the opportunity to begin this award and work through to their gold level. 
 

Sport 
All students from Kindergarten through to Year 12 are involved in weekly sport activities. 

 
College swimming, cross country and athletics carnivals are hotly contested House events and lead to 
opportunities for students to represent and compete at higher levels through the following pathway 
at SASSA (Southern Anglican Schools Association), CIS (Combined Independent Schools Sports 
Council), All Schools and National competitions, AICES (SS only) (Association of Independent Co-
Educational Schools). 

The College offers the following sports.  

College Photos 
College photos are generally taken in Term 3. Parents will have the opportunity to order individual and 
or classroom photos of their child(ren). Information regarding ordering will be sent to parents 
prior to the event. 

 
Parents and Friends Association 
All parents and friends are welcome and encouraged to join the P&F Association and may become 
office bearers. The prime focus of the P&F is “friends and fund raising” and, as such, does not make 
decisions concerning school policies, programs or future directions. The P&F Association has a 
number of important functions including fundraising and community building. A P&F levy is included 
in your fee schedule on two occasions throughout the year. P&F meetings are advertised via College 
Website.and our Edumate Broadcast 

https://www.shellharbourac.nsw.edu.au/senior-school-7-12/great-opportunities/sport/


College Communication 
 

We encourage open communication channels between staff, students and parents. Some of the ways 
that the College will contact with parents are outlined here. 

Contacting the appropriate person helps to ensure that matters can be managed in a timely manner. 
By pursuing the following lines of communication parents will speak with the staff members who 
know their child best and have information at their fingertips to assist them and their children. 

 
If parents need to speak to a staff member then parents are encouraged to organise a meeting 
with the staff member that respects the privacy of all concerned. 

 

Prep & Junior School 
 

In Junior School, parents should speak to the child’s class teacher followed by the relevant 
Stage 
Coordinator.  Once these lines of communication have been followed the Head of Junior School is the 
next person to be contacted followed by the Principal. 

Senior School 
In Senior School parents should contact: 

 
PASTORAL 
the tutor should be contacted first. Matters of a more serious nature should be discussed with 
the Head of House followed by the Coordinator of Pastoral Care, Mrs Jodie Liddiard. 

 
ACADEMIC 
Parents should first contact the subject’s teacher, then the Faculty Coordinator of that subject, 
followed by the Coordinator of assessment and learning, Mr Michael Molkentin. 

 
Once these lines of communication have been followed the Head of Senior School, is the next 
person to be contacted followed by the Principal. 

Change of details 
It is vital for parent/s to ensure contact details are up to date. Changes to your contact details 
are made online by accessing the Parent Portal via Edumate. For instructions on how to access 
Edumate and to change your contact details refer to Appendix 1 – Edumate Parent User Guide. 

 
The Parent Portal is a link for parents to the College database. It allows parents to: 

• Change your details, such as your address 
• Add or change your child's medical information 
• Verify absences 
• View your child's academic reports 
• View your child's timetable 
• Give approval for excursions 
• Pay fees and set up direct debit arrangements 

https://theanglicanschoolscorp.sharepoint.com/sites/SACConnect/Advancement%20Team%20Staff%20Guides/Forms/AllItems.aspx?id=%2Fsites%2FSACConnect%2FAdvancement%20Team%20Staff%20Guides%2FParent%20Communication%20Guide%202023%2Epdf&parent=%2Fsites%2FSACConnect%2FAdvancement%20Team%20Staff%20Guides
https://edumate.shellharbourac.nsw.edu.au/shellharbour/web/app.php/login/


Edumate App 
Edumate is also available on your handheld device - announcements, the College calendar, 
assessment and sporting details, managing absences and receiving communications from the 
College can be accessed via the Edumate App. 
 

Message to Pass on to student 

All parent/student communication is to be made through the College Administration. Any message 
received by reception from parents for students will be passed on if received in a timely manner. It is 
not always possible to ensure messages are delivered to students when contact is made late in the 
day when it close to pick up time. 

 
Direct mobile phone/email contact is NOT permitted between parents and students from the 
time students enter the College property through to their departure from the property. 

 
Junior School  
In Junior School students are required to hand their mobile phones/smart watches in to their 
respective teacher at the start of the school day. Mobile phones/smart watches will be securely 
stored and returned to student bags at the conclusion of the school day. Junior School students 
are not permitted to keep mobile phones/smart watches in school bags except for travel to and 
from the College. 

 
Senior School  
In Senior School, we recognise that mobile phones are an integral part of our lives now and for young 
people in particular, they are an object of huge significance. We are aware that from a safety 
perspective, parents may wish their children to bring a phone to the College.  
 
The College’s view is that during the school day mobiles are a distraction and result in students not 
focusing fully in lessons. The temptation to take photos or record videos is too great for some 
students and this has resulted in the College having to put sanctions in place. From the start of the 
2023 school year the whole Senior School will take the same approach in ensuring that the learning 
environment for all students is not disrupted by phones and their use in school.  
 
As has always been the case, phones must be switched off and stored in students’ bags within their 
locker during the school day. Students are not allowed to carry their phone in their pockets. Phones 
will be confiscated if students are seen using or carrying phones in this way.  
 
Students will have an opportunity when the bell goes at 3.25pm, when collecting their bags from their 
locker, to check their phones to see if there are any messages from parents/carers. Once this is 
complete and before students start making their way up to the top or waiting in bus lines, they must 
ensure their phones are away and not in their hands. Student are permitted to use their phone once 
they have left the College grounds.  
 
If a phone is confiscated it will be stored at the SS Admin office and an office staff member will contact 
the student’s parent/carer to let them know that this has occurred. Parents will be able to collect their 
child’s phone from 3.45pm, the day of confiscation, at the top A Block Admin Office. Please note, 
phones will not be able to be collected before 3.45pm. If continued usage of the phone by the 
student occurs, a conversation may result, with the Head of Senior School.  
 
 
 



If students are concerned their phone may get damaged in their locker, they should store it in an 
appropriate container. Please note that the College does not accept liability for any phone lost or 
damaged on its premises.  
 
If a student does not hand over their phone when asked, staff will respond to it in line with the College 
behaviour policy and appropriate sanctions will be put in place.  
Our aim here is not to be draconian but to ensure that the College is a safe and distraction-free 
environment for our young people to learn and grow in. If you need to contact your child during the 
College day, please contact the College office and a message will be passed to them. 

 

Student Day Books 

All students Stage 3 to Year 12 receive a Student Day Book at the commencement of Term 1. 
This is used by both staff and parents to communicate on a variety of matters that are not private 
in nature and essentially records details of assignments, home learning and work to complete from 
class and other reminders. 

 
Messages that are not brief in nature should not be communicated through the Day Book but 
communicated in person. Issues that may be interpreted poorly or which may cause angst should 
be dealt with as a phone call or via a scheduled interview. It is important to note that: 

▪ Students are required to bring this book to each lesson every day 

▪ The Day Book remains the property of the College and must be kept neat and tidy (the 
cover, in particular, is not to be decorated or defaced) 

▪ Parents should sight the Day Book each evening and sign it weekly 

▪ The class teacher in Junior School and the tutor in Senior School will sign and check the 
Daybook at least once a week 

 
For further information regarding the daybook expectation in Senior School please follow this link 
 

Students in Prep through to Stage 2 can communicate with their teachers via Seesaw or email 
 
 
 
  

https://shellharbour.policyconnect.com.au/module/957/page/d718dd68-9d98-472e-85b8-e904f2c5550d.md


Attendance 
 

 
Students are expected to attend the entire school day. This includes Roll Call, Class as well as ALL 
College events and activities. However, we understand that from time to time, this is not possible. 

Prep 
Students in Prep arriving late must report directly to the Prep Classroom to be signed in to class. 

Kindergarten to Year 6 
Students in Kindergarten to Year 6 who arrive after 8:55am must report to the College 
Administration Office to be signed in to class. 

Year 7 to Year 12 
Students in Year 7 to Year 12 who arrive after 8:55am must report to the Senior School 
Administration Office to be signed in to class. 

 
All students arriving after 9:10am must provide a note or complete a  Partial Absence Note (booklets 
can be picked up from the Main Administration Building) from a parent or guardian explaining why the 
student is late on the day in question. Parents can also notify the College through the Edumate 
App or Edumate portal within seven (7) days of the absence occurring. 

 
Staff are required by law to make an entry in the class roll if a student is late to school, giving a valid reason. 

The College will contact parents of students who are consistently late to seek a resolution to the issue. 

Absenteeism from School (where an absence has occurred) 
It is the College’s legal responsibility to ensure that student absences from school are accounted 
for and valid. Parents should note that students are required by law to attend school on designated 
school days and if students are absent for any reason the parent or guardian must record within 
seven (7) days the reason for the absence via the Parent Portal. 

 
When a student is absent from school, parents/guardians will be notified via SMS of the absence. 

 
Absence on any school day without a valid reason will be counted as unexplained leave 

and will be noted as such on the students’ report 

Leaving the College during the day 
In the interests of safety, students will not be allowed to leave the College during the day 
without written parental authorisation. Any student who leaves the school grounds without 
specific written permission will be deemed to have truanted. Truancy will usually incur a 
suspension from school. Should parents need to remove children from the College during the 
day, this should always be communicated in writing to the classroom teacher (JS) or House 
Tutor (SS) on the morning of the absence. 
 
In the case of SS students they are to go to the Senior School Administration building prior to leaving 
so that their daybook can be completed. 

 
In the case of emergencies, parents should call the College Administration Office and explain 
the circumstances. The administration staff will call the relevant teacher. This may take 
some time if a class has moved or they are at sports. We ask that you give our staff as much 



notice as possible. Student will be asked to go to the Administration Building to be picked up. 
 

 
Medical Appointments 
Wherever possible, medical or dental appointments should be made outside school hours. 
 
Short Leave of Absence – One Day Or Less 
Should a student be required to leave College for part of, or a whole day, a written request directed 
to the class teacher or tutor teacher is required.  You can obtain a student absent booklet from the 
Administration building. 

Long Leave of Absence – More Than Two Days 
Parents must apply in writing to the College for extended periods of planned absence during the 
term and it must be submitted at least 2 weeks prior to the leave. 

 
If the absence is due to representation at elite sporting events or elite arts program please use the 
following Application for Exemption from Attendance at School: Participation in elite sporting event 
or elite arts program form, Appendix 4 of this manual or by contacting the College for a copy. 

 

If the absence is for travel greater than two days during the school term please complete the 
Application for Extended Leave – Travel (greater than 2 days) form, Appendix 5 of this manual or by 
contacting the College for a copy. 

 
Students may be disadvantaged by prolonged absence from school. When sufficient notice is given, 
it is possible to arrange for work to be given when students have extended absence. This should 
be arranged well in advance through the class teacher in the Junior School and the Head of House 
in the Senior School. 

Leave Of Absence – Work Experience 
While the College does not operate a formal work experience program, the College is supportive 
of students who take the initiative to organize individual work experience. 

 
Students should discuss possible work experience opportunities with the Coordinator of Teacher and 
Learning. A Work Experience Package will be provided to students which must be completed at 
least 2 weeks prior to the leave. 

 
Students are to return the completed Application for Exemption from Attendance at School 
form and Work Experience Application form (which can be collected from the Coordinator of 
assessment and reporting) to the College for processing. 

 
It is the student’s responsibility to see their teachers about any missed schoolwork while they are away. 

https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/


Health concerns 
 

A number of teaching and administrative staff possess current first aid qualifications. In the event 
of a student becoming ill or being injured they will be sent to Sick Bay. Sick bays are located in the 
Administration building for Junior School and the Senior School Administration for Senior School. 

 
When your child arrives in sick bay the following procedure is adopted: 

▪ Minor injuries are treated at the College (eg removal of splinter, minor cut, minor sprain). 

▪ Sickness is assessed and if necessary, parents may be contacted to take the student home. 

▪ In more serious cases, the College will attempt to contact the parents, who may 
then arrange to take the child to their own doctor. 

▪ In emergencies, the school will call an ambulance. The parents will be contacted as 
soon as possible. 

 
The College is covered by blanket Ambulance cover. If your child/ren needs ambulance transport to 
the nearest hospital from the College, you will receive an invoice from the Ambulance Service. 
This invoice should be presented to the College office, who will arrange for payment. 

 
If your child has a medical condition that requires ongoing medical attention please ensure that the 
college is notified at the time of enrolment. The Head of Junior School or the Head of Senior School 
will determine whether a Health Care plan is required for your child. Please keep the college informed 
of any changes to your child’s health condition. Health Care Plans should be updated every 12 
months. 

Medication 
Parents wishing students to take medication during school hours must inform the College in 
writing. A form is available on our website called Permission to Administer Oral Medication 

 

Medication should be clearly labelled with: 
▪ the student’s full name 
▪ dosage required 
▪ time/circumstance that the medication needs to be administered. 

 
Minor Analgesics 
Staff can only administer analgesics where parents have provided such medication to the 
College for their child and have signed the Permission to Administer Oral Medication form. 

 

All medications to be administered regularly by the College must be noted on the student’s file 
which will be reviewed annually. Parents are requested to notify the College immediately if there are 
any changes to a student’s medical information, especially in the case of medical alerts. 

 
It is the student’s responsibility to come to the Administration office at the appropriate time to 
begiven medication. If a student forgets to come to the Administration office, the relevant office staff 
member will endeavour to arrange for the student to come to the office to obtain their medication at 
a time that is convenient. 

https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/


Office staff will keep all medications in a safe place and maintain accurate records of medication 
dispensed that includes: 
▪ the student’s name; 
▪ the time of dispensing and the dosage dispensed. 

Asthma 
The College must be made aware of students in its care who carry their own asthma medication. 
The college follows the guidelines as set out by Asthma Australia as stated below: Asthma Plans for 
students should be reviewed every 12 months or with any change in asthma management. 

 
Parents/Guardians will: 

1. Inform the College, either upon enrolment or on initial diagnosis that their child suffers from asthma. 

2. Provide an Asthma Care Plan that has been signed and completed by the student’s medical 
practitioner and has an up to date photo of the student; 

3. Ensure that the child has an adequate supply of appropriate medication (and spacer) as 
outlined in the Asthma Management Plan that is clearly labeled with the child’s name 
including expiry dates. 

4. Notify the College, in writing, of any changes to the Asthma Management Plan. 
 

College will: 

1. Ensure that the College maintains current Asthma First Aid Training for all staff. 

2. Ensure that staff are aware of children in its care with Asthma. 

3. Request that parents/guardians provide the following: 
▪ an Asthma Management Plan that has been signed by the student’s medical practitioner 

and has an up to date photo of the student; 
▪ reliever, preventer or symptom controller medications (with spacer), that is not out of date; 
▪ and any other medication mentioned on the Asthma Management Plan. 
▪ an updated Asthma Management Plan every 12 months or with any change in 

asthma management. 

Being Allergy Aware 

Given the number of foods to which a student may be allergic to, it is not possible to remove all allergens.  It 
is better for the College community to become aware of the risks associated with allergies and for 
the College to implement practical, age-appropriate strategies to minimise exposure to known allergens. 
 
At Shellharbour Anglican College we do not promote that we either ‘ban allergens’ such as egg and nuts or 
are ‘nut-free, milk-free or egg-free’ etc. Promoting the College as ‘allergen-free’ is not recommended for 
the following reasons: 

• it is impractical to implement and enforce 

• there is no evidence of effectiveness 

• it does not encourage the development of strategies for avoidance in the wider College community, 
and 

• it may encourage complacency about risk minimisation strategies (for teachers, students and 
parents/guardians) if a food is banned. 

 
 
 

https://asthma.org.au/


We consider that being ‘allergy aware’ is a more appropriate term. 
 
Whilst we do not claim to be ‘nut-free’, minimising exposure to particular foods such as peanuts and tree 
nuts can reduce the level of risk. This can include removing nut spreads and products containing nuts from 
the College canteen but does not include removing products that ‘may contain traces’ of peanuts or tree 
nuts. Foods that have ‘May contain…’ statements can be consumed by students without a food allergy in the 
same location as students with a food allergy as long as they are not shared with students with a food allergy. 
 
We may also request that parents/guardians of classmates of a young student (4-7 years) do not include nut 
spreads in sandwiches or products containing nuts in their lunch box. This is not a nut ban, but a strategy to 
reduce risk to the student until they are more able to care for themselves. 
 

Common allergens in school aged children include but are not limited to:  
Eggs Shellfish 
Milk Soy 
Peanuts Sesame  
Tree Nuts Wheat 
Fish Lupin 

 
Other triggers of allergic reactions include but are not limited to: 
• insect bites and stings 
• latex 
• certain medications. 

 
A full copy of the College’s Allergy Awareness policy can be found here.  
 

Parents/Guardians will: 

1. Inform the College, either upon enrolment or on initial diagnosis that their child suffers from anaphylaxis. 

2. Provide an ASCIA Action Plan that has been signed by the student’s medical practitioner and has an up to 
date photo of the student; 

3. Ensure that the child has an adequate supply of appropriate medication as outlined in the ASCIA Action 
Plan e.g. EpiPen/Anapen, that is clearly labeled with the child’s name including expiry dates. 

4. Notify the College, in writing, of any changes to the Anaphylaxis Record during the year and provide an 
updated ASCIA Action Plan as per the medical practitioner’s recommendation, please note if the medical 
practitioner doesn’t provide a renewal date the college will default to requesting an updated plan every 12 
months. 

 

College will: 

1. Ensure that the College maintains current Anaphylaxis First Aid Training for  all staff. 

2. Ensure that staff are aware of children in its care with Anaphylaxis. 

3. Ensure all student EpiPens and Anapens and ASCIA (Australasian Society of Clinical Immunology and Allergy 
Inc.) Action Plans are kept in a clearly marked unlocked cupboard in the Administration building of the 
College. Each EpiPen will be kept in an individually labeled container along with the Action Plan 
and any other medication mentioned on the Action Plan. 

4. Display a recent photo of all students who have EpiPens and Anapens in the various staffrooms 
across the College, the Food Technology area and the College Canteen. Each student’s allergen 
will also  be identified. 

 

https://shellharbour.policyconnect.com.au/module/223/page/358e29fd-84c5-491a-b952-00aacb868aa4.md


Self-Administering of Medication 
Students are not permitted to self-administer medication. Students who have a permanent 
medical condition that necessitates the carrying and self-administering of medication, will be 
permitted to do so with prior arrangement with the Head of Junior School/Head of Senior School. 

 
Students are not permitted to keep any medications in their school bag or on their person unless 
approved by the Head of Junior School or Senior School 

 

Immunisation Requirements for Prep and Kindergarten 
Under the Public Health Act 2010 and the Public Health Regulation 2012, schools must request and 
record the immunisation status of each enrolled child. The Immunisation History Statement which is 
issued by the Australian Childhood Immunisation Register (ACIR) is required as proof of 
immunisation status for enrolment at school under the NSW Public Health Act 2010. The Personal 
Health Record (Blue Book) is not acceptable evidence. Parents/Guardians can request an 
Immunisation History Statement by contacting Medicare or go to the following website. 

 
Children without proof of immunisation may be asked to stay at home during an outbreak of a vaccine 
preventable disease. 

Infectious Diseases 
▪ Children who have been ill with an infectious disease are not to return to school until they have fully 

recovered. The only exception to this rule is children with certain skin diseases who may return 
once appropriate treatment has commenced. 

▪ A table of Infectious Diseases and recommended periods of exclusion can be found here. This 
table will be used by the College as a guide and may be modified in individual cases as 
circumstances warrant. Variation in the recommendations may be necessary in cases of local 
epidemics. 

▪ In case of doubt, or for guidance about conditions not mentioned in the table of Infectious 
Diseases, advice should be sought from the appropriate clinician, staff member or medical officer 
of a health authority. 

 
Records of the immunisation status of children will be kept by the College and parents should ensure 
these are accurate and kept up to date. 

https://www.servicesaustralia.gov.au/individuals/services/medicare/australian-immunisation-register
https://www.nhmrc.gov.au/sites/default/files/documents/reports/clinical%20guidelines/ch55e-exclusion-period-poster.pdf


What facilities can families access? 
 

Administration Building 
 

Parent Access 
Parents are asked to conduct all business from the reception or student reception counter and 
are not to enter the office area unless specifically asked to do so by a member of staff. 

Student Access 

Students should only come to the Administration building via student reception: 

▪ before lessons start in the morning 

▪ at recess or lunch time with permission from the teacher on duty 

Students should only come to the administration building at other times if they have been 
specifically requested to do so by a member of staff. 

Classrooms and College Grounds 
Parents have no automatic right of entry to classrooms or to the College grounds. Should there be 
genuine concerns that need to be raised with a staff member, these are best handled in the course 
of a prearranged interview. 

 
Teachers welcome parents to classrooms in many instances when the appropriate request has been 
made. In the interests of maintaining a high level of safety within the College grounds, any parent, 
friend, alumni or visitor (including parents on regular rosters such as canteen or classroom helper) 
will need to go to the Administration Building and signed at the kiosk. Visitors will be issued a visitor’s 
pass that must be worn at all times throughout the duration of their visit to the College.  Upon exiting 
the College, visitors must to report to Administration to sign out.  
 
Lockers 
Senior School students are allocated a locker at the beginning of the College year.   This locker is for the 
students to store their bags and books during the school day.  Parents and students are to refer to the  
locker guideline that can be found here  
 

Canteen 

The canteen is open for recess and lunch to students 5 days a week.  A menu is available from the 
College website,. 

Online Canteen orders 
The College now uses Flexischools.  You can access it by 

1. Download the Flexischools App (Note: for iPhone and iPad please select ‘Allow’ notifications.) 
2. Add your School and Group 

Click on the search icon, enter your school name, select your school and year group, or groups 
relevant to you.  

3. Login/Register 
Click the ‘Order now’ button located in the bottom right-hand corner of the app, this will open a login 
screen. 
• Already a Flexischools user - Enter your details and login. To save your login details select 

‘remember me’. 
• New Flexischools user - Click ‘Register’, enter your email address and follow the instructions in the 

https://shellharbour.policyconnect.com.au/module/957/page/4c092571-7409-4dd1-b361-1ce78c6f6717.md
https://www.shellharbourac.nsw.edu.au/community/current-families/canteen/


email to set up your account.  
Once your account is set up, add new student; search for our school, enter student details and 
select their class. 

Once registered, you can start placing orders immediately. If you have any questions, please contact the 
Flexischools Customer Service Team on 1300 361 769, or you can contact them via their website. 
 
Common Room and Staffrooms 
The staffrooms are the teachers’ professional preparation and resource centres. They are out of 
bounds to students at all times and only open to parents or visitors by invitation of staff in special 
circumstances. 

Library 
Senior School Library is located at the north end of I Block and is open Monday to Friday for research, 
iPad work, quiet reading/writing and borrowing. The Senior Library is open lunchtimes to students 
Tuesday to Friday, where we offer a range of activities from playing board games, iPad challenges 
and other competitions whilst also providing a safe, quiet place to peruse the collection or to just take 
a break from the action outside. 

 
Junior School Library is located in the middle of the College (next to the Canteen). The Junior 
Library is both a teaching classroom for Junior School weekly lessons and a resource centre where 
students and staff can borrow fiction, information books and resources. The Library has a 
comprehensive selection of fiction books for Prep to Year 6 students and is constantly adding to 
its collection. 

 
The Junior School Library is also open during the week at lunchtime for students to relax and read, to 
come and play board games, to participate in drawing and writing activities and on Fridays to 
enjoy papercraft and science investigation activities. 

 

Lost Property 
All lost property is sent to the Administration building. Unclaimed items will be donated to the 
P&F secondhand uniform shop at the end of each term. Items lost on the way to and from school 
on buses are not the responsibility of the College and parents are encouraged to contact the 
respective bus company directly. It is best to label all items of clothing and personal belongings 
to enable lost items to be returned. 



What are the expectations of the school? 
 

A good school provides an ordered and civilised environment for all the people who are a part of its 
community. Fundamental to this is an attitude of respect for oneself and for others. This attitude 
will manifest itself in a courteous behaviour and in caring for the physical environment. The following 
principles are worth noting: 

▪ Adults and children should treat each other with mutual respect. 
▪ Good manners should be identified with strength of character rather than weakness. 
▪ Courteous behaviour and attitudes should be consistent, no matter what the circumstances 

or people involved. 
▪ Courtesy is catching. 

 
The College, through its Principal, Head of Junior School, Head of Senior School, staff and senior 
students, will provide positive directions and guidance of thoughtful attitudes and courteous 
behaviour. However, the following are some specific yet simple rules for everyone to observe: 

▪ At the beginning of each lesson students should remain standing quietly to be greeted by 
their teacher and given instructions for the lesson. At the conclusion of the lesson there will be 
a formal finish, allowing for the recording of any set home learning and the tidying of the 
room before dismissal. The cooperation of students is sought as an indication of their 
courtesy and consideration for others. 

▪ Classes should stand to greet a teaching staff member or visitor to the room. 
▪ Students should defer to adults, when proceeding in passages, stairs, corridors or doors. 
▪ Students are expected to address adults as their title (eg Mr/Mrs/Ms) and surname or address men 

as “Sir” and ladies as “Ma’am” and never to pass an adult who they know without a greeting. 
▪ If approached for help or it is obvious that a visitor needs help, students should escort visitors 

in the College to their destination. 
▪ Presentations at Assemblies should be met with appropriate applause. Announcements do 

not require an applause. 
▪ College home sporting or cocurricular teams should assume responsibility of hosts by greeting 

their opponents on arrival, showing them the appropriate facilities and ensuring a friendly 
conclusion to the day’s activity. 

▪ If a formal invitation includes the letters “RSVP” it is essential that the person invited responds 
by phone, email or letter to that invitation within the time limit indicated. 

▪ Positive and respectful relationships between all members of the College community. 
 

Teaching good manners is a collaboration between home and school. We trust that our expectations 
during school hours would contribute to the development of good attitudes and habits in the home 
setting. Politeness is merely taking an interest in other people and as such a valuable life skill. 

General Behaviour of Students 
All Shellharbour Anglican College students are expected to behave in a cooperative and respectful 
manner at all times inside and outside of the classroom, when playing sport, involved in cocurricular 
activities, excursions or camps. At all times students should respect each other and avoid behaviour 
that may lead to injury or inconvenience to others. This is the link to our Bullying Prevention and 
Intervention Policy. 

 
 

https://shellharbour.policyconnect.com.au/module/223/page/4f6bff19-f13d-46f3-a79a-bd0ca5a5d350.md


There must be no eating or drinking inside the College buildings. This also applies to the Multipurpose 
Hall. Classrooms must be tidied by outgoing classes. At the end of the day windows are to be closed 
and locked, chairs placed under tables, air conditioners and lights are turned off. 

Photography and Recordings 
Under no circumstances may any student video, photograph or record any student or College 
employee during school hours, or on the way to or from school, without permission of a teacher. No 
member of the College staff may be filmed, photographed or recorded by any student outside of 
school hours without the express written approval of the College employee involved. 

Papers and other Litter 
Students are expected to dispose of their litter into the available bins at the College. Furthermore, 
students are expected to cheerfully and promptly pick up litter off the ground and place it into the 
bin under the direction of a staff member, College Prefect or House Captain. A student should not 
walk past litter without picking it up and putting it in the bin. 
 

Senior Student Management Guidelines 

Senior School has  guideline that is more custom to their needs.  Please follow this link 
 
 

Code of Conducts 
 
The College has a code of Conduct for students this can be located here 
 
The College also has a Code of Conduct for staff that can be located here 
 
The College has a Code of Conduct for parent s that can be located here 
 
If for any reasons you are dissatisfied or would like to make a complaint then  follow this link for the  
procedure  and also click here for our privacy policy 
 
 
Extra Information 
 
Student Discipline Policy 

https://shellharbour.policyconnect.com.au/module/223/page/9fbb5136-2c07-4c8c-94d7-cb7cec30fd0d.md
https://shellharbour.policyconnect.com.au/module/80/page/a119fc6c-3085-4f25-a5b4-41ea66bf0d5b.md
https://shellharbour.policyconnect.com.au/module/244/page/8b1c4cf2-a815-4616-9700-0d81206c7e64.md
https://shellharbour.policyconnect.com.au/module/80/page/9c5c344c-7017-4c00-9d2a-3578da87d2ec.md
https://shellharbour.policyconnect.com.au/module/957/page/a489207b-5a71-4d61-baf1-78951eab4747.md
https://shellharbour.policyconnect.com.au/module/716/page/27d1c0c4-25cc-4db8-9397-df315c697417.md
https://shellharbour.policyconnect.com.au/module/80/page/7cd90302-ce31-43e9-a441-983a231a6c33.md


How do we care for our students? 
 

Pastoral Care is a very important part of what we do at Shellharbour Anglican College. The pastoral 
care structure aims to provide individualised care for students, opportunities for developing student 
leadership, peer support and a real sense of belonging and community. 

 
Each of these factors contribute to producing well rounded, positive young adults and good 
citizens for the wider community. The pastoral care structure caters for all students, not just those 
experiencing difficulties for a time and it also provides students with avenues for self -expression 
and success outside of the classroom. 

Junior School 
The welfare and care of students in the Junior School is primarily the responsibility of the class 
teacher, with whom each student spends the majority of time on a daily basis. The class teacher 
seeks to support and lead each student in his or her class in matters of 

▪ Personal Development and Health (through the lessons in this KLA) 

▪ Class interaction, conflict resolution and learning friendship 

▪ Discipline, consequences and responsibility 

▪ Personal concerns such as family circumstances, health or personal challenges 

▪ Communication with the child’s family 
 

The class teacher is supported by the relevant Coordinators (Prep-2 or 3-6) who has a designated 
responsibility for the pastoral care of the students in the particular section of the Junior School. The 
Coordinator works with the family, student and class teacher in matters of welfare, discipline and 
care. 

 
The Head of Junior School is briefed by class teachers and Coordinators on matters of pastoral care. 
The Head of Junior School determines whether he/she becomes involved in the particular matter, as 
does the Principal. It may be that in certain circumstances the Head of Junior School is made aware 
of a student welfare issue before a class teacher, in which case the relevant staff are included in 
the particular matter. 

Support structures and agencies 
Each student belongs to a House group, in which various school activities and sports events are 
organised. House student leaders have opportunities to serve fellow students in this aspect of 
College life. 

 



Senior School 

House System 
In the Senior School the Coordinator of Pastoral Care oversees pastoral care in the Senior School 
and supports the Heads of House in their care of each student within the House. 

 
There are four Houses at Shellharbour Anglican College: Allen, Booth, Chapman and Chiswell. 
We have been fortunate to locate four contemporary Christian Australians who have accepted the 
invitation to become our House patrons. 

Head of House 
The Head of House has a special role in the area of pastoral care in looking after the welfare of the 
students in their House group. They provide an important channel of communication between the 
student and classroom teacher, as well as home and school. The Head of House also focuses on 
the particular needs of the whole House group. 

Assistant Head of House 

The Assistant Head of House (AHoH) assists the Head of House in looking after the welfare of the students 
in their House Group.  The AHoH has a particular focus on the particular needs of the Year 7 students and the 
new students in other year groups. 

Tutor Group 
Within each House there are tutor groups which include students from Years 7 through to 12. The 
tutor is the main person responsible for their pastoral care. The tutor group meets regularly to 
enable the tutor to get to know each member of their group through a wide range of activities such 
as roll call, day book inspections, informal conversations, discussion of important issues, games, group 
celebrations and much more.  In this way a tutor builds rapport with the members of their group and 
is able to guide them, correct them and positively affirm them on a regular basis. 

College Chaplain 
The role of the Chaplain is to support students, staff and families. There will be classroom contact 
as well as regular involvement and responsibility for Crusaders and Chapel.  Every student will 
attend Chapel once a week, where there will be Bible readings, talks, prayers and singing. 
Occasionally this involves input from visitors to the College from local churches or other Christian 
organisations. 

Crusaders 
Junior School Crusaders is an exciting program that runs during lunchtime once a week. It is a fun 
and engaging time of fellowship and friendship. Crusaders operate two different groups within the Junior 
School: 

▪ Kindergarten to Year 2 and 
▪ Years 3 to 6 

to meet the specific needs of each age group. Both groups are run by a dedicated team of teachers 
who consolidate concepts learned in weekly Chapel and Christian Studies lessons. Attendance is 
voluntary. 

Senior School Crusaders meet on Wednesday during lunchtime and is led by dedicated Christian 
teachers who promote student leadership and give opportunities for students to take leadership roles 
within the group. The group has two aims: 

▪ to encourage Christian students in their walk with Christ 
▪ to present the Bible to those seeking to know more. 

 
Students spend time studying the Bible in a relevant and engaging manner. Games are used to 
support studies and occasional challenges around the College encourage students to get out of 
their comfort zones. 



 

Counselling Services 

 
In circumstances where the welfare and care need of a student cannot be met by the staff of the 
College, outside agencies such as psychologists, counsellors, medical practitioners and other 
support professionals are recommended to the family. The College seeks to liaise with all outside 
agencies in a professional and prompt manner. 

 
The College has a free onsite counselling service. This can be access through staff, parent or student 
referrals. Students over the age of 14 may seek counselling without their parents’ permission. 

 
If parents would like their child to access this service please speak to your child’s class teacher (Junior School) 
or tutor (Senior School) in the first instance. 

 
 

Extra Information 

 
Student Welfare, Enrolment and Attendance Compliance Policy 
Bullying and Intervention Policy 

 

https://shellharbour.policyconnect.com.au/module/80/page/b97a1395-80b5-4f7f-abeb-9298247f69d8.md
https://shellharbour.policyconnect.com.au/module/223/page/4f6bff19-f13d-46f3-a79a-bd0ca5a5d350.md


What is our Behaviour Management Plan? 
 

As part of the enrolment process parents agree to cooperate with the College as it guides 
students to accept patterns of conduct consistent with self-discipline, obedience and respect for 
authority. Mutual trust and respect produce a positive, disciplined and caring environment in which 
effective teaching and learning takes place. These biblical principles are the foundation of our 
Behaviour Management Policy and remind us of both the privilege and responsibility of our roles 
as parents and educators. 

 
The training of mind and character in an atmosphere of community, love and security lies at the 
heart of the College’s Behaviour Management Policy. A range of disciplinary measures is used within 
the College, ranging from praise and encouragement, counselling, correction, reprimand, Day Book 
entry, lunchtime detention, afternoon detentions (usually held on Tuesday afternoons after school), 
parental interview and probation, to suspension and expulsion. 

 
The College offers guidelines for dealing with significant behaviour management issues that may lead 
to significant disciplinary responses. Parents are invited to discuss matters of behaviour 
management with the relevant College staff. However, ultimately it is expected that parents will 
support all behaviour management decisions made by authorised College personnel. 

 
These Behaviour Management Guidelines complement our Pastoral Care Program. The aim of these 
guidelines is to ensure that student management issues are dealt with in a procedurally fair and 
consistent manner. By doing so, staff will be proactively maintaining our safe learning and working 
environment. 

Aims 
The Shellharbour Anglican College Behaviour Management Policy will aim to: 

▪ promote a safe learning and working environment which is conducive to effective teaching 
and learning and where the teaching/learning process is rewarding for both staff and 
students. 

▪ make students aware that they are responsible for making choices with respect to their 
behaviour. These choices will have clearly understood consequences. 

▪ provide appropriate support mechanisms for teachers in dealing with student behaviour. 

▪ be a Prep to Yr 12 policy. 

▪ ensure adequate and clearly understood communication procedures. 

▪ encourage appropriate behaviour and discourage inappropriate behaviour. 

▪ include appropriate procedures to monitor student progress. 

▪ encourage attitudes of self-respect and self-discipline and respect for others, as people made in 
God’s 
image. 

▪ support parents in their role of encouraging and reinforcing appropriate standards of behaviour. 
  



 
Following is a summary of the procedures to be followed in managing students’ behaviour. 
Procedures employed by: 

Junior School 

Classroom teacher 

▪ the teacher deals with student welfare, behaviour and matters of pastoral care by applying a set 
of strategies within the classroom. 

▪ classroom teachers will monitor incorrect uniform, repeated lack of equipment, continued 
lateness to class and repeated home learning and/or assignment infringements. These concerns 
will be communicated to the appropriate Coordinator. 

▪ after applying a range of strategies, a misbehaving student could be referred to the Head of 
Junior School and the date of referral noted in their Day Book. 

Playground duty teacher 

Matters of incorrect behaviour that occur in the playground may be dealt with using the following 
strategies: 

▪ verbal warning and direction to correct behaviour 

▪ isolation of student from others/issues 

▪ requiring the student to complete a suitable task such as playground cleanup 

▪ report of behaviour to class teacher and/or appropriate Coordinator 

▪ matters of a serious nature may require the student to be removed from the playground 
to Student Reception and reported to the Head of Junior School 

Prep Coordinator, K-2 Coordinator, 3-6 Coordinator and Head of Junior School 

Students in the Junior School who choose not to respond to strategies set in place by classroom 
teachers will be referred to the appropriate Coordinator and/or the Head of Junior School. The 
following procedures will be followed, at the discretion of the Head of Junior School: 

▪ A parent interview may be arranged. 

▪ Strategies will be put in place to help the student accept responsibility for their behaviour. These 
strategies could include: 

o daily or weekly monitoring booklet, in Day Book 

o regular meetings with Head of Junior School, teacher, parents/guardians 

o withdrawal of privileges 

o appropriate detention 

o appropriate tasks to restore right behaviour 

o counselling 

o in-school suspension 

o suspension from school (in consultation with Principal) 



Senior School 

Classroom Teacher and Tutor 

▪ The teacher deals with problems by applying a set of strategies within the classroom. 

▪ Tutors and classroom teachers will monitor incorrect uniform, repeated lack of equipment, 
continued lateness to class and repeated home learning and/or assignment infringements. These 
concerns will be communicated to the Faculty Coordinator and, where necessary, the Head of 
House in the Senior School. 

▪ After applying a range of strategies, a misbehaving student could be referred to the 
appropriate Faculty Coordinator or Head of House. 

Faculty Coordinator and/or Head of House 

▪ If the misbehaviour is isolated to one department, the Faculty Coordinator will notify 
parents/guardians and may implement a set of strategies specific to that faculty. These 
strategies will aim to help the student accept responsibility for their behaviour. 

▪ If the misbehaviour is occurring across a range of faculties, the Head of House will notify 
parents/guardians and may implement a set of strategies. These strategies will aim to help the 
student accept responsibility for their behaviour. 

Head of Senior School and Principal 

Students in the Senior School who choose not to respond to strategies set in place by classroom 
teachers, tutors, Faculty Coordinators and/or Heads of Houses will be referred to the Head of Senior 
School and Principal. The Head of Senior School and Principal may withdraw student privileges and/or 
arrange for interviews with parents. 

Strategies will be implemented to help the student accept responsibility for their behaviour.  

Continued misbehaviour at this point may result in suspension and/or place enrolment at 
risk. 

Corporal punishment 
The use of corporal punishment is prohibited under the Education Reform Act 1990. As such, the use 
of corporal punishment by teaching staff is not permitted under any circumstances, nor do we 
sanction the administering of corporal punishment by non-school persons, including parents, to 
enforce discipline at the College. 

 
Some of the behaviour management that may be implemented for Senior School can be found here 

Hands off Policy 
Students are not permitted to physically touch other students in a manner considered to be 
inappropriate in a school or business setting. This includes physical contact of an overly friendly 
nature such as sitting on another’s lap, holding hands, hugging, kissing etc. It also includes 
behavior of a physical nature in free time such as tackling, shoulder barging and extends to 
aggressive behavior such as pushing, punching, putting someone in a headlock etc. These are 
all deemed as unacceptable behaviour at the College 

Student out of uniform 
Teachers of students in Kindergarten to Year 6 will monitor the student’s uniform and will inform 
parents if there are any problems. Ongoing concerns in regard to uniform will be referred to the 
Head of Junior School.  Student in Years 7 to 12 will be monitored by tutors and all teaching staff. 
Ongoing concerns in regard to uniform will be referred to the Head of House. 

 

https://shellharbour.policyconnect.com.au/module/223/page/9fbb5136-2c07-4c8c-94d7-cb7cec30fd0d.md


 
The following process applies to all students: 

▪ Students will have the uniform infringement noted in their Day Book if they are out of uniform 
without a note giving a legitimate reason. If a student brings a note, preferably in their Day Book, 
containing a legitimate reason for being out of uniform, they should present the note to the 
classroom teacher (JS) or tutor (SS). The teacher will sign and date the note. This note may be 
used only for the day of issue. The Head of Junior School or Head of Senior School must sign 
extended requests for ‘out of uniform.’ 

▪ Teachers and Head of House will monitor infringements and lunchtime and/or 
after school detention will be issued for repeated uniform infringements. 

▪ In cases of serious infringements of the uniform code, students may be removed from 
class and in some instances, be sent home. 

Student failing to complete classwork or home learning  

Where appropriate: 

▪ The Day Book will be used to communicate issues of concern to the parent or carer. 

▪ Students will be referred to Faculty Coordinators as necessary. 

▪ Teacher keeps record of work not completed, or of work poorly completed, in their Day Book. 

Inspection of Student’s Belongings 
The College reserves the right to inspect a student’s bags, pencil cases, electronic devices and other 
items belonging to students if the College suspects that these items have been inappropriately used, 
contain banned or illegal substances or content of which are suspected of being stolen. 



What is Home Learning? 
 

 
Home learning allows all students the opportunity to prepare, revise and consolidate school learning, and 
complete assignments and assessment tasks. 

 
Through home learning students retain understanding, improve their skills and develop positive attitudes 
and disposition towards learning. 
 
Home learning plays a significant role in equipping students to achieve their best in all aspects of their 
education. 
 

Junior School Home learning 
 To see the Junior school timeframe guideline please click here 

Senior School Home Learning  
 

To see the Senior School timeframe guideline please click here 
 

Assessment T a s k s  
Students will be given an Assessment Schedule at the beginning of the Year which outlines when 
Assessment Tasks are due for each subject and written notice will be given at least two (2) weeks 
before the due date. 

Home Learning during Holiday Periods 
Years 7 to 10 
There is no expectation to complete home learning or assessment tasks during holiday time. 
However, an individual student may endeavour to use this time to catch up and/or consolidate their 
learning or may be requested to read a prescribed novel for English. 

 
Years 11 & 12 
Work within holiday time is a necessary requirement due to the amount of course content in 
Preliminary and HSC courses. 

Transition Period for Year 7 Students 
To assist in a smooth transition to Senior School, Year 7 students will not receive any official 
notification of assessment tasks until Week 4, Term 1. This will allow students to focus on completing 
their home learning and be instructed more explicitly in how to use their Day Book without being 
overwhelmed by the amount of work and organisation required. 

Home Learning & Assessment Tasks 
Years 7 to 10 
The issuing of home learning concurrent with an assessment task will be determined by the nature 
of each task issued. Short term tasks will, by necessity, deem that no home learning be set during that 
assessment period. This excludes home learning that is specifically related to or that directly helps 
with the Assessment Task e.g. Revision sheets for a test. Long term tasks allow for home learning 
to be set during the assessment period. 

 

 

https://shellharbour.policyconnect.com.au/module/223/page/9fbb5136-2c07-4c8c-94d7-cb7cec30fd0d.md
https://shellharbour.policyconnect.com.au/module/957/page/3db5e248-fcd5-4b26-ac25-e85aacb4001a.md


Senior School Library 
Senior School Library is open for senior school students to do personal home learning, study or work 
on assessment tasks under teacher supervision after school on Monday, Tuesday & Thursday 
afternoon until 4:30pm. 

 

Assessment Policy for Senior School Students 
The College aims to conduct an assessment program which is open and equitable to all students. 
This should be viewed as a positive process - one which opens the way to steady academic 
improvement if the student is willing to take responsibility for their learning and approach their work 
in a systematic and disciplined manner. It is in the interest of all students that they perform to their 
highest standard in all assessment tasks in all courses so they build upon their rankings that are a 
reflection of their achievement. 

All students will be issued an Assessment Schedule at the start of each academic year, outlining 
the required tasks for each course. There will be tasks set in each course that do not contribute to 
a student’s final assessment mark and these should not be taken lightly as they develop skills and 
the knowledge required for the completion of the course outcomes. 

 
The College’s Assessment Policy is based on the guidelines provided by NESA and the strong 
desire to ensure that no student gains an unfair advantage over their peers. 



Principal 
Gold 

Assembly 

 
Gold Award 

Head of JS 
Head of SS 

Weekly 
Assembly 

 
Silver Award 

Head of JS 
Head of SS 

Weekly 
Assembly 

 
Bronze Award 

 
Bronze Award 

 
Bronze Award 

Award Systems 
 

At the College we recognise and appropriately reward positive behaviour. Your teachers are 
expected to be giving constant, genuine, verbal and other forms of encouragement and recognition 
as a part of their normal teaching strategies. 

 
Awards are given for achievement by students in any of the following categories: 

▪ Service and Character: for areas such as friendship, citizenship, Christian discipleship 
and College or community service. 

▪ Academic: includes academic achievement, effort and improvement. 

▪ Cocurricular: includes sport, drama, music and any cocurricular 

activity. The awards and how to qualify 

Progression 
of Awards 

 

3 x Merit 
Awards of 
same 
category = 

 

3 x Bronze 
Awards of at 
least 2 
categories = 

 
 
 

3 x Silver 
Awards = 

 

 
3 x Gold 

Awards = 
 
 

In exceptional circumstances, an award can be issued without having attained the necessary 
qualifying awards by the signing authority. At their discretion, the Principal can issue a Gold Award 
to a student who has not attained 3 Silver Awards. 

Service and 
Character Academic Cocurricular 

Issued by/ 
at 

 

 
Principal’s Award 

Principal 
Presentation 

Evening 
 

Merit Award Merit Award Merit Award Teacher 
    

 



Each student will begin at the Merit Award level. There will be no time limit to qualify for awards 
and awards can be carried over from one year to the next. 

 
In the Senior School, Merit Awards are distributed in digital form via Edumate and students 
automatically qualify for Bronze Awards once an appropriate number of merit awards are 
accumulated. 

 
Students are responsible for keeping their awards and presenting them when they qualify 
for the next level. 

When handing in awards students should ensure their awards are handed in: 

▪ stapled in sets as outlined in the chart above 

▪ with their class/tutor group written clearly on the back 

▪ Awards should be submitted to their class/tutor teacher. 

 Colour Award System (For Students in Years 8 to Year 12) 

Colour Awards were first introduced to the College in 2007. The aim of the Colour Award System 
is to recognise outstanding student achievement, service, teamwork and leadership. 

 
Colour Awards are badges worn on the College blazer and are presented to students at Gold 
assemblies. Badges are issued to a student upon the recommendation from the Colours Committee 
and approved by the Head of Senior School and the Principal. 

Colour Award Criteria: 

▪ student must have represented the College in the top team/group for two years or more 

▪ student must have been continually committed to the team/group in both 
practices and competition 

▪ student must give service back to the College by, for example; coaching, umpiring, 
playing or participating as a member of a representative team/group, performing in 
College events 

▪ student must show outstanding skills, tactics, techniques in their chosen area of endeavour 

▪ student must always display team spirit, sportsmanship and citizenship 

▪ students showing outstanding commitment and involvement or other, may be 
recognised at the discretion of the Colours Committee. 

Note: To promote equity in awarding Colours, the years of service required for individual 
sports and team sports differ due to the varying amounts of training and representation 
opportunities. 



Our Uniform 
 

The College has a standard uniform which should be worn at all times in accordance with the 
following guidelines: 

▪ It is the parent’s responsibility to ensure that students are in correct school uniform please 
see the list of uniforms 

▪ All clothing should be neat, clean and in good repair and should be clearly labelled. 

▪ Hairstyles are not to restrict a student’s vision and are to be of a type which will not attract undue 
attention. “Dreadlocks” are unacceptable for boys or girls. Hair should be in its natural colour and 
any highlighting that attracts undue attention is not permitted. Please note that the final decision 
on hair suitability will rest with the Principal. Students whose hairstyle falls outside these guidelines 
may be sent home until the hairstyle has been restored to an acceptable style. 

▪ Wearing of the school hat outside during the day is compulsory for Junior School students all 
year. In the Senior School hats are to be worn during Terms 1 and 4 (Summer), during PE, Sport, 
nominated excursions and in uncovered recreational areas during lunch and recess. 

▪ The Junior School sport uniform may only be worn to and from school on the weekly sport day 
and PE day. 

▪ The Senior School sport uniform may only be worn to and from school on the weekly sport day 
and on days when a student has PDHPE practical lessons. 

▪ All students are required to wear College swimming costumes at all College organised events. 
The girls’ one piece bathers and the boys’ swimming briefs will be the minimum requirement. 
College boardshorts are available from the uniform shop and are optional for excursions and 
nominated activities. College boardshorts are to be worn over a students College swimming 
costumes at an activity and should not be worn to and from an activity unless otherwise advised. 
School sport shorts should be worn otherwise to and from an activity. 

▪ From time to time the College fundraise for a number of charities. Most of the times these will not 
be a ‘mufti days’ but should they occur, students will be permitted to wear non- u n i f o r m  
clothing and will be given clear guidelines regarding appropriate attire. 

▪ The Shellharbour Anglican College approved bag is to be used for each school day, including 
sports days and on excursions. The only permanent addition to the backpack may be the name 
of the student and should be done tastefully. Stickers, texta markings and the like are not to be 
used to ornament the bag. 

Girls 

▪ For Junior and Senior School students, hems are to be no shorter than 5cm below the knee 
for both Summer and Winter uniforms. 

▪ Girls’ hair, collar length or longer, is to be tied up neatly with hair accessories are to be navy blue or the 
same as their hair colour. No claw or butterfly clips. 

▪ For girls, nail polish,  acrylic nails, false eyelashes and make up is not permitted. 

▪ Jewellery is not to be worn except for one watch, sleepers or studs (one earring per earlobe)  
  



 

Boys 

▪ Shirts are to be tucked in. The top button of shirts is to be done up and ties are to 
be worn appropriately. 

▪ Boys’ hair is to be no longer than the bottom edge of the collar and should be cut 
and well groomed. Faces are to be clean shaven at all times. 

▪ Piercings are unacceptable either at school or at any school function. 

Dress requirements 

To and from the College: 

▪ Students must wear blazers or bomber jackets during Terms 2 and 3. 

▪ Students must remain in full uniform until they get home, even if they go elsewhere beforehand. 

▪ On sports days, the correct sports uniform is worn to school and throughout the day. In Winter, 
this means the tracksuit is to be worn to and from school, however students may change at school 
into the College sport shorts. 

Dress at the College: 

▪ Students must wear blazers or bomber jackets to any chapel/assembly. 
▪ Plain white T shirts only may be worn under school or sports shirts. 
▪ The top button on shirts and blouses must remain done up and ties should be 

correctly fastened at the neck. 
▪ Shorts and trousers are to be worn around the waist and not on the hips. 
▪ School Jumpers may be worn during the day without blazers or bomber jackets. 
▪ Summer uniform MUST be worn during Term 1 and Term 4. 
▪ Winter uniform MUST be worn during Term 2 and Term 3. 

Representing the College: 

▪ Students representing the College must wear full school uniform appropriate to their year group 
at all times unless informed otherwise. (Full uniform does not include the School Jumper.) 

Uniform Shop 

The College uniform is available for purchase from Alinta Apparel. They have a shop on site at the 
College For opening times please see the College website. Parents should ensure that they purchase 
the authorised school uniform as approved by the Principal and as available through the College 
Uniform Shop. 

 
Please direct uniform enquires to Alinta, by phoning 0401 663 629 or by email or visit their website, 
select register and follow the prompts on the website. 

Preloved Uniform Shop 

The P& F run the Preloved Uniform Shop onsite. They are open Mondays and Fridays from 8.45a, 
to 10am.  S e e  t h e  C o l l e g e  w e b s i t e  f o r  location. 

 
 
 
 
 

https://www.shellharbourac.nsw.edu.au/community/current-families/alinta-uniform-shop/contact-details-and-hours/
mailto:shellharbour@alinta.com.au
https://www.shellharbourac.nsw.edu.au/community/current-families/preloved-uniform-shop/


PREP GIRLS & BOYS UNIFORM 

 

Girls/Boys Prep Summer: 
Navy panel design polo shirt 
Navy Microfibre shorts 
All white anklet socks  
Navy slouch hat 
 

Girls/Boys Prep Winter: 
Navy panel design polo shirt 
Navy Fleece sloppy joe (P-Y 2) 

        Navy fleece track pants 
All white anklet socks  
Navy Slouch Hat 

 

JUNIOR SCHOOL GIRL UNIFORM 
 
 

 
 

Summer: 
Sky/Gold check dress peter pan collar 
Socks (white with College colours) 
Navy Slouch Hat 
Navy Bomber Jacket 

 
Winter: 

Navy/Gold Tartan Tunic 
Sky blue long sleeve blouse 
with Peter Pan Collar 
 
Navy/Gold tartan Tab Tie 
 
Navy opaque tights (optional) 
Navy Slouch Hat 
Navy Bomber Jacket 
Optional: 
Navy wool v neck jumper 

 

JUNIOR SCHOOL BOY UNIFORM 

 

Summer: 
Grey zip fly, elastic back shorts 
Sky blue short sleeve shirt 
Navy/gold tartan tie 
Socks (grey ankle with stripes) 
Navy Bomber Jacket 
Navy Slouch Hat 
 
Winter: 

Grey trouser 
Sky blue long sleeve shirt 
Navy/Gold tartan tie 
Socks (grey ankle with stripes) 
Navy Bomber Jacket 
Navy slouch hat 
Optional: 
Navy wool v neck jumper 

  



SENIOR SCHOOL 7-10 GIRLS UNIFORM 

 

Summer: 
Sky/Gold check dress with peak 
collar 
Socks (white with stripes) Navy 
sport cap with logo 

 
Winter: 

Navy/Gold Tartan Kilt with 
Kilt 
pin 
Sky blue long sleeve blouse 
with PeterPan collar with 
pin 
tucks 
Navy/Gold tartan on ribbon 
tie 
 
Navy opaque tights (optional) 
Navy sport cap with logo 
Navy Blazer 
Optional: 
Navy wool v neck jumper 

 

SENIOR SCHOOL 7-10 BOYS UNIFORM 
 Boys 7-10 Summer: 

Dark grey formal shorts 
Sky blue shirt sleeve shirt 
Navy/gold tartan tie  
Socks (grey with stripes) 
Navy Blazer 
Navy Sport cap with logo 
Black leather belt 

 
Boys 7-10 Winter: 

Dark grey formal Trouser 
Sky blue long sleeve shirt 
Navy/Gold tartan Tie 
Black leather lace up shoes 
Socks (grey with stripes) 
Navy Blazer 
Navy sport cap with logo 
Black leather belt 
Optional: Navy wool v neck jumper 

  



  
SENIOR SCHOOL 11-12  GIRLS UNIFORM 

 
 
 

 

Summer 
White short sleeve blouse with navy trim 
Navy/gold tartan kilt with pin 
Socks (white anklet with navy trim 
Navy sport cap with logo 
 
Winter 
White long sleeve blouse with Peter Pan collar 
Navy/gold tartan kilt with pin 
Navy blue and gold stripe tie 
Navy blazer 
Socks (white anklet with navy trim) 
Navy sport cap with logo 
Optional 
Navy opaque tights 
Navy wool v neck jumper 

SENIOR SCHOOL 11-12 BOYS UNIFORM 

 

Boys 11-12 Summer: 
 

Dark grey formal trousers 
White short sleeve shirt with 
logo 
Navy, blue and gold stripe 
tie 
Black leather lace up shoes 
Socks (grey with stripes) 
Navy sports cap with logo 
Black leather belt 

 
Boys 11-12 Winter: 

 
Dark grey formal trousers 
White long sleeve shirt with 
logo 
Navy, blue and gold stripe 
tie 
Black leather lace up shoes 
Socks (grey with stripes) Navy 
Blazer 
Navy sports cap with logo 
Black leather belt Optional: 
Navy wool v neck jumper 

 



SPORTS UNIFORM 

 
 
 

Navy panel design polo shirt 
Navy Micro fibre shorts 
Sport shoes 
All white anklet socks 
Navy with logo sports cap 
Tracksuit for Prep-Yr 2 
Navy Fleece sloppy joe 
Navy fleece track pant 
Tracksuit for Yr 3 to 12 only 
Navy micro fibre track jacket 
Navy micro fibre track pant 

 

OTHER UNIFORMS THAT MAY NEED TO BE PURCHASE 

 
 



Sport shoes (2) 
 

 
 
 

1. School Shoes are to be black leather and lace up as the picture above illustrates. They are to have a 
raised heel of approximately 2cm in height. These shoes can be purchased from Kmart, BigW and general 
shoe stores. Shoes that are suede or fashion shoes such as “Vans” are not acceptable. 

 
2. Sports shoes are to be worn with the PE/sport uniform. Sports shoes are to be specifically 
designed for running. Hence, running shoes or cross trainer sports shoes are to be purchased. 
Street shoes, skating shoes or casual shoes are not acceptable. 

 
 
 



How do I pay my fees? 
 

 
The Anglican Schools Corporation has moved to paperless invoicing. Electronic bills will be sent out to the 
email address that the College holds in its system. To ensure that the College holds your correct details, 
please check your email address by logging into the Parent Portal. Any enquiries regarding should be 
directed to group office in the first instance by calling 02 8567 4000. 

How tuition is paid 
Fees and charges are due and payable in advance or during the first week of the term to which 
they relate. There are several options for payment of school fees and charges and include: - 

1. BPay ® 

2. Online – Log into the Edumate Parent Portal (Please see Appendix 1) to pay by credit card 
or bank account. (Visa, Mastercard or American Express are accepted with a 
0.9%surcharge on all transactions) 

3. Direct Debit Arrangement, which can be set up by logging into the Parent Portal. This 
arrangement will automatically debit amounts on an agreed schedule from your 
nominated bank account or credit card. 

4. The entire year’s Fees and Charges may also be made at the commencement of the 
year by contacting Group Office on 02 8567 4000 

 
Fees are calculated from February to November. Fees and charges not paid by the end of term, and 
not the subject of an approved arrangement, may lead to overdue charges being incurred and the 
exclusion of the student from the following term. 

School Fees 
The school year is divided into four terms. During the months prior to each term commencement, an 
electronic invoice, will be emailed, for the total fees payable. The Anglican Schools Corporation, Head 
Office in Sydney is responsible for all matters pertaining to tuition payment. Please ensure the College 
has your up to date email information. 

Service Charges 
The Service Fee covers activities such as excursions, sport and related transport, swimming costs, text hire, 
graduation, student accident insurance, academic competition, camps, visits and controlled computer and 
internet access. A current schedule fee outlining the Colleges current service fees is available here. 

Voluntary Contributions 
1. Shellharbour Anglican College Building Fund 

Future development of the College relies to a considerable extent on money raised through voluntary 
contributions to the Building Fund. Whilst fees help in meeting the running costs of the College, new 
buildings and major renovations are assisted by Building Fund donations. An amount of $60 per 
term is the suggested contribution from each family and is tax deductible. 

 
2. Shellharbour Anglican College Library 

Expansion of library resources is a vital and ongoing need. An amount of $30 per term is the 
suggested contribution from each family and is tax deductible. 

https://edumate.shellharbourac.nsw.edu.au/shellharbour/web/app.php/login/
https://edumate.shellharbourac.nsw.edu.au/shellharbour/web/app.php/login/
https://www.shellharbourac.nsw.edu.au/enrol/fee-schedule/


Financial assistance 
Fee reductions and bursaries may be available in some exceptional circumstances and for a limited 
time. Please contact the Principal directly for details. 

Scholarships (For entry into Years 7, 9 and 11) 
For details regarding scholarships at Shellharbour Anglican College please refer to the College 
website for further information. 

Termination of Enrolment 

Compulsory S c h o o l -Age 
In New South Wales, ‘compulsory school-age’ means that all children must commence school by the 
age of six years and complete Year 10. After Year 10, and until they turn 17 years of age, students 
must be: 

• In school or registered for home schooling or 

• In full time further education and training (eg TAFE, traineeship, apprenticeship) 

• In full-time paid employment of an average of 25 hours per week; or 

• In a combination of work, education and/or training. 

Parents or carers are responsible for making sure that their children comply with these legal 
requirements. 

 
Withdrawal of Enrolment 
A student’s enrolment is deemed to be continuous for the span of education years provided by the 
College. A full term’s notice in writing to the Principal is required if a student is to be withdrawn. If 
adequate notice is not given then a charge equal to 100% of the applicable term’s school fees will 
become payable. 

 
Should a student be withdrawn from enrolment and not be in school or registered for home school and 
where the student has not completed Year 10 and/or is under the age of 17 years parents must complete 
an Application for Exemption from Enrolment at School form, available from the College Administration 
Office. Once the College is satisfied that the pathway to be undertaken by the student is legitimate and 
complies with legislation the student will be issued with a Certificate of Exemption from Enrolment at 
School under Section 25 of the Education Act 1990. 

 
Should the student withdraw from that pathway before turning 17, that student will not have 
completed their secondary schooling obligations. In such circumstances the parents/guardians are 
legally responsible to ensure that this student completes their compulsory schooling obligations under 
another pathway of the Act as outlined above. 

Adherence to school rules and policies 
Acceptance to an offer of enrolment is taken as acceptance by parents of the rules and policies of 
Shellharbour Anglican College. Parents are encouraged to communicate with the school to clarify any 
issues of concern regarding College rules and policies. 

https://www.shellharbourac.nsw.edu.au/enrol/scholarships/academic-scholarships/


How do I get to and from the College? 
 

 
Car Access to the College 
A 40km/hr School Zone exists on Dunmore Road and Piper Drive. A 10km/h speed limit 
is adhered to within the College grounds. 

From Piper Drive 
The College may be accessed through a single entrance via Piper Drive. Parents dropping and 
picking up students should observe the No Parking Zones and be mindful of the bus pick 
up/drop off points. 

 
The main College car park has parking for over 100 vehicles. Two disabled parking spaces are 
located at the northern end of the Administration building and an additional space is located at 
the southern end of the carpark adjacent to the pedestrian footpath. 

 
One of the projects of 2022 is an upgrade to the Ring Road that goes around the College. Due to 
current building projects access to this road is limited and the main carpark has been limited. Please 
keep an eye on the information sent by the Principal, Mrs Hastie or from the Heads of either Junior 
or Senior School. 

 
Parking 

Kiss and Drop 
The College has a designated drop off zone ‘Kiss and Drop’ for students arriving by car in the 
morning to ensure the safety and efficiency of school drop offs for members of our community. 
When dropping off students in the morning parents should observe the following process: 

1. Drivers should proceed, in a slow and careful manner, from the entrance gate of the 
College to the Kiss and Drop Zone and park parallel to the curb. Please observe the 
10km/h speed limit on site. 

2. Students to exit from the curb side of the vehicle only. 

3. Drivers may collect school bags and other equipment from the rear of the car while 
students wait safely on the footpath. Drivers should then as efficiently and safely as 
possible exit that area. 

If there are no parking spaces available, the driver should proceed around the turning circle and either: 

1. Drive into the car park and park in a designated space to drop off children; or 

2. Drive around to the Kiss and Drop Zone again and look for an available parking space. 
 

NO parking/dropping off of students in the bus zone during school drop off or pick up times 
 

Student are then to proceed into the College by walking along the designated footpath and 
pedestrian crossing to the entrance steps. 



Bus Companies 
Bus services transporting students to and from the College daily use local companies that 
connect most suburbs with the College and include: 

 
▪ Kiama Mini Coaches 4237 7345 or 0414377505 
▪ Premier Illawarra 4271 1322 or 4295 

1011 or www.premierillawarra.com.au 
 

Bus timetables change at the discretion of the bus companies. Please contact them for information 
on times, pick up and set down points and what bus your child should catch. 

Changes to Transport Arrangements 
Parents MUST notify changed arrangements to the College well in advance. Parents and guardians must 
avoid making last minute changes to travel arrangements. Students are not always on site or accessible 
when a message is given. Whilst office staff try, they may not be able to convey a message of altered travel 
arrangements to students, especially at the end of a school day. 

 
Students must not travel in cars driven by nonfamily members without the express written permission of 
parents and communicated to the College office staff. 

 
Students Drivers 
Students driving to the College must complete an Application for Student Driving Form. 

 

Students Drivers are required to park offsite, being mindful of the parking restrictions in the 
surrounding streets. Due to the safety of our Junior School students, it has become necessary for 
us to ask students to park elsewhere, freeing up these valuable car spaces for parents. 

 
Year 12 students are permitted to park in the eastern end of the main carpark only during the HSC 
Examination period, otherwise parking offsite is required. 

 
  

http://www.premierillawarra.com.au/
https://www.shellharbourac.nsw.edu.au/community/current-families/parent-manual-and-forms/


Appendix 1: Edumate Parent User Guide 
 

 
What is the Edumate Parent Portal? 
Edumate is the College’s web-based management database. It gives parents access to: 

 
• Newsfeed/Broadcasts (Daily Announcements) 
• The College Calendar (via Diary) 
• Your child’s details (including school phone, house, tutor/classroom teacher, year group) 
• Your child’s timetable 
• PDF copies of your child’s Academic reports 
• For Senior School students list of Upcoming tasks/Past tasks (with Task Results) 

 
The Edumate Parent Portal works best on a desktop. An App has now been developed with some 
functionality of the Parent Portal. Refer to the section Edumate App for further details. 

What can parents/guardians do in the Edumate Parent Portal? 
• Update your personal details including address and contact information 
• View your family relationship and lives with status’. Please note any changes to 

relationships/live with status’ will need to be communicated to Admin Staff to update. 
• Add or change your child's medical information 
• Verify your child’s absences 
• Give electronic permissions for events such as excursions 
• Pay schools fees and set up direct debit arrangements 

 
Where is the Edumate Parent Portal? 
Click on the following link or visit the College Website 

 
 
 

1. Click on Portal Login 

https://edumate.shellharbourac.nsw.edu.au/shellharbour/web/app.php/login/
http://shellharbourac.nsw.edu.au/


2. Select Parent Portal. 

 
3. Enter your login and password details. These details will be provided to you via email from the 

College on your acceptance of an offer of place at the College. 
 

 
 

What if you forget your username or password? 
 

1. At the Login in Edumate screen, select the ‘Cant’ Login’ button. 
 

2. Select Forgot my username OR Forgot my password and enter the email address you have 
already provided to the College. An email will be sent to you with your new username or 
password. 

3. If you have any issues accessing the Parent Portal please email Mr Stephen Irvine for assistance. 

mailto:sirvine@shellharbourac.nsw.edu.au?subject=Access%20to%20Edumate


 

Changing contact and relationship details 
You are able to change your contact information including your address, email, phone numbers and work 
details in the Portal. If you are changing your address details, please make sure that there is an address in 
the Home Address field. Without it, Edumate will assume you are no longer living with your child. 

 

 

You will now see four tabs: Personal, Work, Relationships and My Child Details. 
 
 

 
 

Once you have made all changes click on Submit Request at the bottom of the page. 

You may be contacted by a member of the office staff to verify the changes made. Verifying 

Absences (available after 9:15am) 
When a student has an unexplained absence from school, parents/guardians will receive an SMS 
notifying you of an unexplained absence. Parents will then need to confirm the absence on Edumate 
by: 

1. Click on My Edumate on the left hand pane and navigate to ‘At a Glance/Profile’. If you have more 
than one child at the College, click on the appropriate child's name. 

2. Click on the ‘Attendance’ tab to verify your child's absences. 

3. Absences without a verified reason are labeled 'Recent unexplained absences exist. Click to submit 
carer explanation/s'. This opens a small window where a Carer Note can be entered. In section 2. 
‘Apply reason for the absence and add details as required field’ select the reason and type a 
note and click 'Submit and close'. A confirmation window will appear. 



 

Refreshing the screen will allow you to view the updated verification. This verification replaces the 
need for a separate email or written note to the College regarding the absence. 

 
A DOCTORS CERTICATE IS REQUIRED FOR STUDENTS IN YEARS 11 & 12 WHOSE 

ABSENCE AFFECTS AN ASSESSMENT OR EXAMINATION. 

VERTIFICATION OF ABSENCES FROM WITHIN THE PORTAL MUST BE DONE WITHIN 7 DAYS OF 
THE DATE OF ABSENCE. UNVERIFIED ABSENCES OLDER THAN 7 DAYS WILL REMAIN AS 

UNEXPLAINED AS PER NSW GOVERNMENT REQUIREMENTS. 
 

Giving Approvals for Excursions 
If your child is going on an excursion, Approvals will appear in the News Feed Section -“To Do”List. 

 
The permission note can be viewed here. Select the link 'Click to respond' to respond to the 
approval. 
Additional notes can also be entered in the notes section, for example 'I will pick Jack up from the 
venue'. 

 
Once permission has been granted the event will show in the News Feed Section by clicking on the 
“All” tab. You can click on the event any time before the event occurs to view the permission note 
containing the event details. 



 
 

Viewing your Child’s Progress 
Your child’s recent results, upcoming tasks and past academic reports can be viewed using the 
Progress button on the left side of the home page. 

 
If you have more than one child at the College, click on the child’s name. 

 

 
Under the Progress button you can then access: 

 
1. Upcoming Tasks – view upcoming tasks, their due dates and for which subject it relates to. 
2. Past Tasks - view completed tasks and click on a task to view the task results details. 
3. Academic Reports – reports are made available to parents at the end of each semester in 

PDF format via the Portal. 
 



 

 
 

 

Setting Up Direct Debit Payments (Automatic Payments) 
The Debtor Portal on the left hand side of the screen provides you with your College fee information. 

Automatic payments can also be organised here. 

 
 
 
 
 
 
 
 
 

 

 

In the Direct Debit Request screen tick the 'Enable Automatic Payments' box to reveal the 
automatic payment options. 
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Payment method and frequency options are displayed. 
 

 
 

Changing Direct Debit Instalment Settings 
If auto payments are already activated the portal will display the frequency and amount currently 
being paid. 'Configure Auto Payments' will allow you to change the settings. 

 

 
The current settings are displayed for you together with options for change. 

 



Configuring Direct Debit Instalment Settings 
The direct debit facility can be deactivated by unticking 'Enable Automatic Payments'. 

 

 
Choosing the Credit Card option will display fields for entering card details. 

 

 
In the Payment Frequency section of the screen you can select the desired frequency of 
payment. The 'Balance Due' option will automatically debit the balance that appears on each 
invoice on the due date shown on the same invoice. 

 

Further options will allow you to set the day that funds will be debited. 
 

Once a frequency option has been selected the 'Instalment Amount' will automatically be calculated 
to reflect this. An amount can optionally be entered into the 'Top Up Amount' field to pay charges 
(non- tuition fee debit transactions) in instalments. The Top Up Amount will continue to be debited in 
addition to tuition fee instalments until you remove it from the direct debit settings. 

 
The 'Optional Items Sections' part of the screen provides the option for adding to the direct 
debit instalments or a regular donation to the Building and/or Library Fund(s). This can be 
deactivated by you at any time by deselecting the option 'Add to Auto Payments'. 



The 'Agreed Amount' can be changed by clicking on the dollar amount. Click 'Save' to upload the 
credit card or bank account details. 

 
 
 
 
 

 
Please note that instalment plans are reviewed by The Anglican Schools Corporation Group office 
from time to time to determine the instalment amount is sufficient to finalise the annual School Fee 
account by the end of November. 



Appendix 2: Edumate App – Parent User 
Guide 

 

 
 

An Edumate App is now available. This version of the App has some basic features to assist our 
parent community access the Edumate database on mobile devices. 

 



There are a couple of things that you should be aware of 

1. iOS users will automatically receive a pop-up asking if you would like to receive notifications. Please 
say YES! This is a standard feature of iOS which iPhone users would be used to. Android users will need 
to do this manually via settings. 

2. When you first start with the app, you are advised to open each of the alerted notices. These will 
be things that you may well already be aware of or are no longer relevant but it’s the only way to 
remove the existing “alerts”. 

 

 
On this screen you can select via the slider the things you wish to be notified of. We recommend you 
turn all of these notifications on. 

 



 

 
 
 
 
 

Calendar 
This button allows you to access the College Calendar and view a daily, weekly 
or monthly summary of all College events. 

 
By clicking on an event and then the dots in the top right corner, you can even 
add the event to your personal calendar. 

Timetable 
This button provides access to your child’s timetable as detailed on the 
web version of Edumate. 

Newsfeed (Broadcasts) 
Captures various staff announcements to the parent community that 
might be relevant for your child. 

 
You may have noticed these “broadcasts” already on the web version of 
Edumate. 
 
Clicking on the broadcast will provide you with details 

Academic 
If you have more than one child enrolled at the College select the 
relevant child and it will show a list of upcoming tasks/assessments for 
that child. 

 
This is more relevant to Secondary School students. 
Absence 
This feature provides a history of your child’s absences and any pending 
absence notifications outstanding. 

 
If students are marked absent at roll call and period 1, you will receive a 
text notifying you of the absence. You will not be able to immediately 
respond to that notification with an explanation via the app. You will 
need to wait for a further notification after the end of the school day. 
Only then will you be able to use the app to provide an explanation for 
your child’s absence. 

Please note that absences known in advance must be notified to the 
College in writing. 

 

More 
Provides access to links to 
SS Assessment Documents; 
SS Cocurricular Documents; 
SS Pastoral Care Documents. 
Library Access 
 



 

 

To Do 
This button will highlight matters that require action from you. 

 
 
 
Events 
This button highlights the future events for your child/ren. 

 
 

 
Settings 
This includes information regarding: 

• Account settings (username, email) 
• Notifications (configure what notifications you receive) Please 

keep these turned on so the College can communicate with 
you. 

• App Feedback 
• About Digistorm 
• Digistorm’s Privacy Policy 
• ASC Privacy Policy 
• Face ID 
• Reset App 

 



Appendix 3: COVID 19 Protocols for 
Parents/Carers 

 
The College is committed to putting in place risk minimisation practices for COVID-19 under the 
guidance of the Australian Health Protection Principal Committee. This includes physical distancing for 
all adults on the College campus. The College will continue to maintain the same approach of being 
cautious, calm and compassionate in its response to the pandemic. The College will be continuing with 
all its hygiene practices in order to keep our community as safe as we can and as such non-essential 
adults will not be permitted on site. 

 
How you can help 
• Please keep your child at home if they are showing flu-like symptoms if tested, your child will 

need to stay home until cleared. 
• Please continue to maintain appropriate hand and contact hygiene, to maintain appropriate 

distancing and to keep up coughing/sneezing etiquette. 
 

Student Drop off & pick up arrangements 
• Students may arrive on site between 8.30am and 9.00am. 
• Parents must not stay on site and chat to other parents. 
• Prep students can be walked to the Prep area, where they will be collected by a Prep staff 

member and taken to class. 
 

Morning routines: 
The main College car park and Kiss and Drop are the two locations for morning arrivals, apart from buses, 
walking to school and bike riding. Staff will be supervising students and assisting with any requirements. 
Parents and carers are asked to not use Piper Drive for parking. 

 
Afternoon routines: 
School will finish in staggered time as per the table at the front of the manual-  

3.25pm for All Senior school year group 

Camp Australia is fully operational and available for any family who requires OOSH supervision. Details 
can be found on the College website. 

 
As part of Shellharbour Anglican College’s COVID-19 Pandemic Management Plan:  

 
Any student who presents at Sick Bay and is identified as unwell with one or more of these flu-like 
symptoms: 

• temperature; 
• cough; 
• sore throat or 
• runny nose 

will be sent home and has to be cleared by a NEGATIVE COVID-19 test result before returning 
to school. Students who are unwell should stay at home and not attend school until they are 
well. 
If your children experience or come in contact with COVID-19 we ask that you complete the following form 
to advise the College

https://forms.office.com/r/ypSSURwmc1


 
Useful resources on COVID-
19 NSW Department of 
Health 
https://www.health.nsw.gov.au/Infectious/diseases/Pages/coronavirus.aspx 

 

Latest updates https://www.health.nsw.gov.au/Infectious/diseases/Pages/covid-19- 
latest.aspx 

 
Smart traveller 
https://www.smartraveller.gov.au/news-and-updates/coronavirus-covid-19 

 

Coronacast ABC podcast https://www.abc.net.au/radio/programs/coronacast/ 

 

 

https://www.health.nsw.gov.au/Infectious/diseases/Pages/coronavirus.aspx
https://www.health.nsw.gov.au/Infectious/diseases/Pages/covid-19-latest.aspx
https://www.health.nsw.gov.au/Infectious/diseases/Pages/covid-19-latest.aspx
https://www.smartraveller.gov.au/news-and-updates/coronavirus-covid-19
https://www.abc.net.au/radio/programs/coronacast/


Appendix 4: Evacuation and Lockdown 
Procedure 

 
 
The College has an extensive Evacuation and Lockdown Procedure.  The College undergoes training exercise at least 
twice a year so that students are aware of the procedure.  The procedure is reviewed and updated on a regular basis to 
ensure we have the best procedure for the College.  The flowchart can be found here 

https://shellharbour.policyconnect.com.au/module/229/page/2b5c5896-3593-46a8-aa65-5052ccca719d.md

