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CAMBRIDGE PRIMARY SCHOOL

ADMINISTRATION

Purpose

* Toensurethat administrative procedures actively reflect the educational policies as established by the School
Council and that all concer ned with the school are part of a harmonious whole in which involvement isfacilitated
 Tofoster effective communication between all member s of the school community

 Toimplement the policies as set down by School Council and Department of Education

» Toprovidefor and encourage professional development of staff

 Toprovideorganisation and co-ordination of school routines and affairs

» Tofoster theuse of parent expertise and encourage their involvement in school affairs

+ Toeffectively employ all available resourcesto implement the aims and objectivesof Cambridge Primary School in
har mony with state education policy in Victoria

*+ Toensureready accessto both financial and professional infor mation relevant to good decision making by all
participantsin the school community

Guidelines

Communications between school groups shall be fostered through regular newsletters, parent teacher interviews
and meetings of parent groups. Consideration should be given to social activitiesthat include both parents and teachers
o  Staff areto bethoroughly in-serviced in School Council and Department of Education policies, where applicable, so
that they can be fully implemented. I n-service shall take the form of staff, year level and departmental meetings at school
and at locations away from the school environment

o  Staff areto be provided with opportunitiesto take part in in-service activities especially those that arerelated to
school programs. Encouragement isto be given to pursuit of additional qualifications. The school shall maintain a
collection of suitable professional reading material

e Organisation and co-ordination of school routineswill include secretarial and similar services, financial accounting,
payroll, maintenance of school records, maintenance and purchase of office equipment, security of property and
maintenance and development of school property.

I mplementation

e Allocate administrative, curriculum and pastoral responsibilities of all teaching staff in accord with the job
prescriptions detailed in the Professional Recognition Program Handbook

* Ensuredevelopment of timetables which reflect curriculum, supervision and administr ative needs

. Provide balanced allocation of the office staff and administration staff’stime to personnel, finance, curriculum
support and clerical duties

* Maintain photocopying and other reproductive equipment accor ding to need

»  Professional development is encouraged through in services, staff planning at pupil free days, cooper ative planning
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and inter school visitations.
Evaluation

Staff and Council will be asked to respond to the following questions:
* Have Council and staff had full accessto financial information?
» Hasclerical assistance met record keeping information requirements?
»  Doesequipment operation meet needs?
* Haveadministrative proceduresfacilitated curriculum implementation?
* Istherean orderly sense of purposein thelife of the school?

Ratification Date Review Date Policy Number Version Number
October 2005 Year 2008 1. 2.

Date Produced

August 1999
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