
 

 

Procedures for Policy Development - June 2026 
 

 

Help for non-English speakers 
If you need help to understand the information in this policy please contact the school. 
 

 
Purpose 
Lalor East Primary School policies, guide and describe the main processes, functions and operations of the 
school.  The development and review of policies should therefore have an agreed process so that various 
stakeholders are part of the consultation and review process.   

Scope 
This policy applies to all teaching and non-teaching staff at Lalor East Primary School, including education 
support staff, casual relief teachers and visiting teachers. 

Policy 
●​ Policies will describe the rationale, aims and implementations of the operations and directions of the 

school as a whole. 
●​ The process of considering school policies will be managed by the Principal and School Council. 
●​ The process will be a continuous cycle of review and it will be transparent and consultative.  
●​ All policies will use the school policy layout and including the following elements:  

○​ School Name 
○​ Policy name and date 
○​ Purpose, Scope, Policy or Implementation guidelines, Communication, Related Policies and 

Resources (as required), Policy Status and Review  
○​ Approval details - containing when the original policy was created, when it was reviewed\updated, 

who was consulted in its development, who endorsed the policy, the date it was endorsed and 
the month\year it is due for view.  

●​ When developing a new policy, the Principal or nominee will consult with appropriate personnel in order 
to draft the initial policy statement. The draft policy will then be circulated for comment to the 
appropriate committee/s, staff members, parents via the newsletter, the leadership team and finally to 
the School Council for ratification, preferably within a term 

●​ Policies will be developed considering Departmental policies, memos and circulars relevant to each 
policy area. 

●​ A list of policies and a review schedule to provide a timeline for reviews is to be maintained. Policies are 
to be reviewed at a minimum of a four year cycle.  

●​ Policies will be made available through our school website (where appropriate) and to staff through 
Compass.  

●​ When reviewing an existing school policy as per review cycle, the principal will consult with staff, the 
appropriate committees and to School Council for ratification. 

●​ Changes as a result of policy developments and or reviews will be widely advised to staff and parents. 
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●​ All staff will have opportunities to provide input into any policy development or review process. 
●​ The focus of all school policies must remain the needs of students and school operations. 
●​ Any concerns relating to the structure of the school must be directed to the principal. 

Communication 
This policy will be communicated to our school community in the following ways:  

●​ Available publicly on our school’s website  
●​ Included in induction processes for relevant staff 
●​ Included in our staff handbook/manual 
●​ Discussed in an annual staff briefing/meeting  
●​ Made available in hard copy from school administration upon request 
●​ Information for parents and students on supervision before and after school is available on our school 

website with parent reminders sent at the beginning of each term through our school newsletter.  

 
Policy Status and Review  
This is local school policy that supports compliance with the Minimum Standards for the Victorian Registration 
and Qualifications Authority [VRQA] This policy will be reviewed every four years as part of the school policy 
review cycle, following changes to Departmental legislation and guidelines or at times that the Principal forms 
the opinion that the policy warrants a review. 
 
Approval 

Created date November 2018 

Updated June 2026 

Consultation School Council, Consultative Committee 

Endorsed by School Council​
Linda Richards, Principal 

Endorsed on 23 June 2025 

Next review date June 2029 
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