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1. Purpose  
The purpose of this document is to define Toomanian School’s vision and structure, outline roles 
and responsibilities of the staff at the school and set out guidelines on school operational 
matters.   

2. Vision 
To create a nurturing environment for students to connect and engage with their Armenian 
culture and heritage. 

3. Objective 
The school’s objective is to provide a rich curriculum and program to help capture the students’ 
interests in the Armenian heritage including language, culture, history, faith and community 
values. 

This objective shall be achieved in a safe, engaging and stimulating environment where 
homework for all students, except preschool, is an integral part of school studies. 

4. Structure 
The school structure is depicted in figure below.  

 

 

The school is operated by voluntary staff. No payment to staff is permitted unless it is for 
reimbursement purposes in return for a valid invoice. 
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5. Health and Safety 
The school shall have a proper recording and reporting system for injuries which occur during 
school hours. The school shall have at least one first aid kit placed at accessible and visible 
location during school hours. 

The school is responsible to have a First Aider on the school grounds with current first aid 
certificate and fully stocked first aid bag. 

In case of any illness or accidents occurring during the school hours on the school grounds the 
First Aider will assist the child and the parents will be notified.  

If the accident is above the shoulders, the parent will be notified via a phone call and will be 
provided with an accident report form on the collection of the student. 

If the accident is below the shoulders, an accident report form will be filled out and provided to 
the parent/guardian on the collection of the student.  

No report will be provided for minor injuries. The decision will be at the discretion of the First 
Aider. 

All staff shall have a valid certificate of Working with Children Clearance according to NSW 
Government regulations.  

6. Behaviour Management  
The following behaviour management strategies are used to manage students’ behaviour and 
help each student gain a sense of personal responsibility for their behaviour and learning. 

Minor misbehaviour: Class teachers use a range of in-class discipline strategies to deal with the 
misbehaviour. These may include moving groups/seats, in-class isolation and/or other less formal 
measures. 

Misbehaviour continues: If routine disciplinary measures prove ineffective, the teacher shall 
consult the Principal. The principal will meet up with the student and reinforce positive behaviour 
strategies and importance of responsible behaviour. If the behaviour still continues, the Principal 
shall discuss the matter with the student’s parent or guardian to plan a more effective 
behavioural program. 

Major or persistent unacceptable behaviour: The student repeatedly causes disruption in 
classroom, physical harm, verbal abuse or serious intimidation to other students or school staff. 
The Principal can request the student to cease attendance to school for a certain period of time. 

7. Dealing with Information 
The school is required to have a central database to keep and maintain all information related to 
students, staff and other matters that are determined to be helpful in effective operation of the 
school.  

Access to the information shall be restricted to the Principal and School Management 
Committee. Access to information by others can be granted with approval from the Principal. 

All enrolment application forms shall be checked to have been signed by the students’ parents or 
guardians declaring the accuracy of the information provided. 
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All hard copy of the application forms – once scanned and stored electronically – shall be 
disposed of in secure bins or be shredded. 

8. Intellectual Property 
Photos and videos taken at school during the school hours or school events are the property of 
the school. Any use of the photos or videos irrespective of the purpose shall be approved by the 
Principal or the appointed delegate. 

All teaching material prepared and/or published by school staff or other individuals under 
Principal’s direction remain the property of the school. Any use of these materials irrespective of 
the purpose shall be approved by the Principal or the appointed delegate. 

9. School Property 
Any purchase for the school shall be approved by the School Management Committee. 

Any donation in monetary or material form shall be coordinated through the School 
Management Committee and endorsed by the Principal.  

All items such as electronic devices, books, sports equipment, costumes, props and the like 
acquired for the school purchased either by the school directly or by teachers and parents where 
they have been reimbursed for the cost remain the property of the school. 

10. Principal 
The Principal’s duties, responsibilities and extent of authority are described below.  

Structural 

1. Prepare the organisational chart of the school.  

2. Approve appointment of all the teachers. 

3. Lead and direct all teaching staff, through delegating responsibilities and monitoring their 
implementation. 

4. Appoint a Deputy Principal at own discretion. 

Educational 

5. Monitor the educational standard and progress of students through attendance records, 
exam results and updates from teachers. 

6. Verify and sign off student report cards. 

7. Undertake teaching responsibilities for any of the classes when necessary, e.g. a teacher 
being absent or to assess the educational standard. 

Conduct 

8. Supervise the conduct between the teachers and students. 

9. Temporarily or permanently suspend any teacher from duty for valid reasons, with prior 
notice. 

10. Mediate in any parental or student dispute with the school staff.  
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11. Take disciplinary action for students demonstrating poor behaviour or harm, after 
receiving a written report from the complainant and informing the student’s parents. 

Meetings  

12. Hold regular meetings with the School Management Committee and the teachers at 
mutually agreed dates and times. The attendees for meetings will be determined by the 
Principal based on the topic of discussion. 

13. Hold at least one general meeting with parents each year, preferably one at the start of 
the year, to discuss about issues concerning both parties. 

14. Hold one-on-one meetings with each teacher to discuss issues concerning both parties 
and provide feedback. 

15. Chair all meetings relating to educational curriculum and disciplinary matters. 

11. Teachers  
The teachers are invited for one full year’s service by the Principal and appointed if the invite is 
accepted. 

The teachers’ duties, responsibilities and extent of authority are described below. 

Proficiency 

1. Have a strong understanding and knowledge of the Armenian language, and literature, 
such as grammar and spelling. Professional qualifications in teaching from Australian or 
overseas institutions or certificates in language teaching are highly recommended but 
not necessary at this point in time. 

2. Be actively involved in learning and developing new methods in teaching, connecting 
with and assessing performance of students. 

3. Make their best effort to attend all educational training opportunities organised by the 
NSW Department of Education, the Principal or the community. 

Attendance  

4. Demonstrate commitment towards their regular attendance. 

5. Inform the Principal in advance of their absence and help arrange a substitute teacher. 
Advance notifications shall be as per below: 

a. If the absence is for just one week, at least one week earlier; 

b. If the absence is for more than one week, at least one month earlier; 

c. If the absence is due to an unforeseen incident, as soon as possible. 

6. If not attending school for one or several weeks, provide the class weekly plan to the 
substitute teacher ahead of absenteeism and go through the plan with the substitute 
teacher. 

Educational  

7. Be committed and dedicated to the school’s vision and direction. 
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8. Teach the Armenian language, literature, history and other approved subjects with the 
Principal's guidance. 

9. Hold at least one meeting with the parents of their respective class to discuss matters 
concerning both parties. 

10. Make suggestions and obtain approval from the Principal with regard to using any 
educational material from various resources. 

11. Develop a realistic understanding of students’ needs, their proficiencies, learning 
experiences and goals in the context of both their daily schools and community 
languages schools. 

12. Assess students on taught subjects twice a year and provide meaningful reports to the 
Principal. 

13. Keep a record of students’ progress, development and achievements. 

14. Arrange meetings with parents to provide feedback once a year as minimum. 

15. Arrange meetings with parents of students who are under-achieving in studies or 
behaviour with prior approval by the Principal. 

Conduct 

16. Demonstrate a professional attitude at school and dress modestly in line with cultural 
values.  

17. Be present during assembly to lead the students to the classroom. 

18. For any matter related to students, parents, dispute with other staff members, teaching 
material and the like the Principal. 

19. Enforce discipline with the students and keep a record of students’ behaviour. 

20. Follow up on student absenteeism and advise the Principal if a student has been absent 
for more than 2 weeks. 

21. Ensure that the classroom is left tidy and in its original state after the class time is over. 

22. Be respectful toward colleagues and school staff at all times. 

23. Respect the privacy of students in the class as well as in meetings when discussing a 
specific matter relating to a student or a group of students.  

24. Use encouraging and positive language within the classroom in a calm manner. There is 
zero tolerance for inappropriate language and physical discipline at school. 

25. Co-operate with colleagues and school staff for successful delivery of events organised 
by the school. 

12. Advisor 
Advisor’s role is to provide moral support and coaching to the Principal. The Advisor is appointed 

by the Principal.  

13. Educational Committees  
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Educational Committees may be formed under Principal’s direct supervision to deliver specific 
one-off projects or ongoing educational activities.  

Duties and responsibilities of such committees shall be defined and recorded once formed. 

14. School Management Committee 
The School Management Committee is responsible for: 

1. Proper operation of school, 

2. School housekeeping and safety, 

3. School orientation and enrolment, 

4. Maintenance of school records and database, 

5. Regular communication with parents and teachers, 

6. Sourcing approved textbooks and stationery, 

7. Planning for and conducting school events and concerts in conjunction with the Events 
Committee, 

8. Supervising and providing direction to subcommittees and helping parents and 
individuals, 

9. Selecting a suitable First Aider who is present during the operational hours of the school. 

15. Events Committee 
The Events Committee should run regular meetings to discuss and plan for school events.  

The major events include Mother’s Day celebration, Easter celebration and the End of Year 
Concert.  

The Events Committee should: 

1. Arrange hall hire and sound system, 

2. Plan, prepare and purchase all displays, decorations and costumes relevant to the each 
event, 

3. Discuss and finalise duration and content of the program in each event, 

4. Allocate a costume/props budget for each performance or class and communicate the 
outcome with those involved, 

5. Liaise with the Canteen Staff to plan for food and beverages required for each event, i.e. 
for the students, school staff, general audience and invited guests if any, 

6. Communicate directly with the allocated dance and choir teachers with regard to each 
student’s involvement and participation, 

7. Supervise and direct any person nominated for a certain task for any event. 

16. Canteen Staff 
The canteen operates under the School Management Committee’s direction. 
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The Canteen Staff are responsible for: 

1. Purchasing and preparing all canteen related items on a weekly basis, 

2. Setting up and preparing afternoon tea for Teaching Staff, 

3. Selling canteen items to school students and staff, 

4. Managing expenses and income related to canteen, and forwarding any income to the 
School Management Committee with relevant receipts, 

5. Assisting with food preparation for the end of year concert and other school events, 

6. Ensuring all areas used for food preparation are clean and tidy. 


