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GLADSTONE STATE HIGH SCHOOL 
 

ADMINISTRATION OF MEDICATION 
 

Education Queensland Regulations April 2002 requires that before medication is administered: 
 
1. A parent has completed a permission form. 
2. The label  on the medication clearly states: 

·  The name of the student 
·  The dosage and times for the medication to be taken 

3. Notify the school in writing of any requests and/or guidelines from medical practitioners including 
potential side effects or adverse reactions 

 
NB:  Analgesics, cough mixture, ear drops and the l ike will not be administered without this 
information. 
 
As a requirement of Education Queensland and the Crown Law Office, the following conditions will 
prevail for all medication required to be administered during school hours. 
 
1. All medication will be kept at the office (this excludes asthma sprays and students who carry their 

own anaphylactic injections.  This MUST be stated on the enrolment form  and an Action Plan 
must be supplied on enrolment ) 

2. The medication will be administered under adult supervision and according to doctor’s advice 
3. School staff cannot administer over-the-counter medication, including analgesics, homeopathic 

or prescribed medications  unless they meet the accountability of a written request from a 
parent/caregiver accompanied by written advice from a medical practitioner and with the 
medication in the original labeled container. 

4. A record of all medication administered will be kept by the school. 
5. No medication will be administered without the writ ten consent of parents on this official 

form.  
 
 
Student Name:   _______________________________________ Form Class:  _____________ 
 
Condition:  ____________________________________________________________________ 
 
Doctor:  _____________________________________ Telephone:  _______________________ 
 
Pharmacist:  _________________________________  Telephone:  _______________________ 
 
Name of Medication:  ____________________________________________________________ 
 
Time/s for administration:  ________________________________________________________ 
 
Method of administrating the medication and dosage:  __________________________________ 
 
_____________________________________________________________________________ 
 
Probable period of treatment:  _____________________________________________________ 
 
 
 
Signature of Parent/Guardian:  ______________________________  Date:  _________________ 
 
Name:  ____________________________________  Relationship:  ________________________ 
 
Address:  __________________________________  Telephone:  _________________________ 
 
Unused medication to be returned to Parent?                �   each day             �   at end of week 
 
�
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Signed:  _________________________   Date:  ___/___ /___ 
  Student 
Signed:  _________________________   Date:  ___/___ /___ 
  Parent
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INFORMATION FOR STUDENTS AND THEIR PARENTS on SCHOO L NETWORK USAGE 
Why are schools providing students access to ICT fa cilities?  
To ensure young Queenslanders are well equipped to contribute fully to the information economy, the education sector is 
responding to the innovation directions of the Smart State Strategy (http://www.smartstate.qld.gov.au/) through the Smart 
Classrooms: A Strategy for 2005-2007 http://education.qld.gov.au/smartclassrooms/strategy/. This strategy focuses 
innovative programs and resources towards schools, teachers and students. An essential tool for schools in the provision 
of innovative educational programs is the utilisation of intranet, internet and network services. Therefore, access to these 
technologies is an increasingly essential part of the modern educational program provided in schools. 
What is acceptable/appropriate use/behaviour by a s tudent?  
It is acceptable for students to use school computers and network infrastructure for: assigned class work and 
assignments set by teachers; developing literacy, communication and information skills; authoring text, artwork, audio 
and visual material for publication on the Intranet or Internet, solely for educational purposes as supervised and 
approved by the school; conducting research for school activities and projects; communicating with other students, 
teachers, parents or experts in relation to school work; and access to online references such as dictionaries, 
encyclopaedias, etc. Students can also collaborate, research and learn through Education Queensland’s e-learning 
environment.  
What is unacceptable/inappropriate use/behaviour by  a student?  
It is unacceptable for students to: download, distribute or publish offensive messages or pictures; use obscene or 
abusive language to harass, insult or attack others; deliberately waste printing and Internet resources; damage 
computers, printers or the network equipment; violate copyright laws which includes plagiarism; use unsupervised 
internet chat; and use online e-mail services (e.g. hotmail), send chain letters or Spam e-mail (junk mail). Usernames 
and passwords are to be kept by the student and not divulged to any other individual (e.g. a student should not give their 
fellow students their username and password). Students can not use another student or staff member’s username or 
password to access the school’s network, including not trespassing in another person’s files, home drive or e-mail. 
Additionally, students should not divulge personal information (e.g. name, parent’s name, address), via the internet or e-
mail, to unknown entities or for reasons other than to fulfil the educational program requirements of the school.  
What is expected of schools when providing student’ s with access to ICT facilities?  
Schools will provide information in relation to student access and usage of its network and reserves the right to 
restrict/remove student access to the intranet, extranet, internet or network facilities if parents or students do not adhere 
to the school’s network usage and access guideline/statement.  
Schools will prepare students for the possibility of unanticipated access to harmful information, materials or approaches 
from unknown persons via the internet (e.g. run through processes for disregarding (or ceasing access) to information, 
the process for reporting accidental access to harmful information and reporting approaches from unknown persons via 
the internet to the supervising teacher or school staff member).  
Where possible, classes involving internet usage by students will be prepared prior to class engagement, including, 
filtering and checking sites students are directed to visit. An assessment should be made of the appropriate timeframe for 
access to the internet for completing the set task or duration a student should have access to the internet (e.g. during 
schools hours, outside of school hours).  
What awareness is expected of students and their pa rents?  
Students and their parents should:  
• understand the responsibility and behaviour requirements (as outlined by the school) that come with accessing the 
school’s ICT network facilities and ensure they have the skills to report and discontinue access to harmful information if 
presented via the internet or e-mail;  
• be aware: 

·  that the ICT facilities should be utilised with good behaviour as stipulated under the Code of School Behaviour;  
·  students breaking these rules will be subject to appropriate action by the school. This may include restricted 

network access for a period as deemed appropriate by the school;  
·  access to ICT facilities provides valuable learning experiences, therefore giving the student educational 

benefits in line with the school’s educational program;  
·  the Internet gives access to information on and from a wide variety of organisations, subjects, people, places 

with origins from around the world; the school can not control information accessed through the internet; and 
information may be accessed or accidentally displayed which could be illegal, dangerous or offensive, with or 
without the student’s immediate knowledge; and  

·  teachers will always exercise their duty of care, but protection, mitigation and discontinued access to harmful 
information requires responsible use by the student.  

 
 

Refer to ICT-PR-004: Using the Department’s Corporate ICT Network at http://education.qld.gov.au/strategic/eppr/ict/ictpr004/ for 
master. Version 1.0 01/01/2007 
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GLADSTONE STATE HIGH 
Enrolment Agreement 

 
This enrolment agreement sets out the responsibilities of the student, parents or carers and the school staff 
about the education of students enrolled at Gladstone State High. 
 
Responsibility of student to: 
 
1. Be on time to class and form. 
2. If you arrive after 9.00am report to the office for a late slip. 
3. Wear full school uniform with pride. 
4. If you are out of uniform make sure you provide a note from your parents/guardian.  Your alternative 

clothing should be as close as possible to school uniform. 
5. Do not bring banned substances into the school:  chewing gum, alcohol, drugs, air pressure cans, paints, 

liquid paper, metal rulers, felt pens. 
6. Use good manners at all times. 
7. Be excellent ambassadors of the school. 
8. Be positive. 
9. Attend all timetabled classes. 
10. If you are absent from school, ask your parent to phone the absentee line or bring a note to your form 

teacher the next day. 
11. Keep your hands to yourself.  This includes refraining from holding hands, cuddling, kissing, as well as 

fighting, pushing and wrestling.  
12. Take care of your property, the schools and the property of others. 
13. Follow instructions and cooperate with your teacher. 
14. Be on time and line up outside your classroom as expected by your teacher. 
15. Take your hat off before entering a building. 
16. When you are required to leave school during the day, sign out through the front office. 
17. Students on spares may not leave the grounds without prior permission and must sign in and out via the 

Front Office. 
18. Follow the assignment policy.   
19. Hand in assessment items on the due date. 
20. Apply for an extension or permission to sit for any assessment which is late or missed. 
21. Attempt all homework. 
22. Students are responsible for collecting work for absenteeism and seeing the appropriate teacher in their 

own time to catch up on work missed.  Students can apply for special conditions through admin. 
23. Take feedback sheets, parent newsletter, reports and other relevant school news home promptly. 
24. Always behave in a safe manner both in the playground and the classroom. 
25. Not play contact sport in the lunch hour unless you are on the oval with a supervising qualified teacher. 
26. Have a lunch pass.  This gives approval for lunch at YOUR OWN HOME ONLY;  you may not leave the 

school grounds to purchase/eat your lunch at a commercial venue. 
27. Not leave the school grounds including in a car with another student or yourself driving without seeking 

admin permission first. (Refer to Passenger permission form and Driver permission form.) 
28. Not throw anything within the school grounds. 
29. Not throw litter onto the ground. Use the bins provided to keep our environment clean and tidy. 
 



 

  

 
 
Responsibility of parents to: 
 
·  attend open evenings for parents 
·  let the school know if there are any problems that may affect their student’s ability to learn 
·  inform school of reason for any absence immediately 
·  treat school staff with respect and tolerance 
·  support the authority and discipline of the school enabling their student to achieve maturity, self 

discipline and self control 
·  abide by school’s policy regarding access to school grounds before, during and after school hours 
·  advise Principal if their student is in the care of the state or they are the carer of a child in the care of the 

state 
·  inform school if their student’s living arrangements change and provide details of new home address and 

phone number 
 
 
Responsibility of school to: 
 

·  develop each individual student’s talent as fully as possible 
·  inform parents and carers regularly about how their children are progressing 
·  inform students, parents and carers about what the teachers aim to teach the students each term 
·  teach effectively and to set the highest standards in work and behaviour 
·  take reasonable steps to ensure the safety, happiness and self-confidence of all students 
·  be open and welcoming at all reasonable times and offer opportunities for parents and carers to 

become involved in the school community 
·  clearly articulate the school’s expectations regarding the responsible behaviour plan for students and 

the school’s dress code policy 
·  advise parents and carers of extra-curricular activities operating at the school in which their child 

may become involved. 
·  ensure that the parent is aware of the school’s record-keeping policy including the creation of a 

transfer note should the student enrol at another school 
·  set, mark and monitor homework regularly in keeping with the school’s homework policy (to be 

published in 2008) 
·  contact parents and carers as soon as is possible if the school is concerned about the child’s school 

work, behaviour, attendance or punctuality 
·  deal with complaints in an open, fair and transparent manner 
·  consult parents on any major issues affecting students 
·  treat students and parents with respect and tolerance. 

 
I accept the rules and regulations of the Gladstone State High School as stated in the school policies that 
have been provided to me as follows:   
 

o Anti-Smoking Policy 
o Assessment Policy 
o Homework Policy (to be completed in 2008) 
o Assessment Extension Request Form 
o Student Usage of the Internet 
o Consent to use Copyright Material, Image, Recording, Name or personal information 
o Bullying & Harassment Guidelines 
o Dress Code 
o Expectations of Students 
o Extra-Curricula Activities 
o Recording Device Policy 
o Mobile Phone Policy 
o Responsible Behaviour Plan: the Code of School Behaviour 
o Student Attendance & Truancy 
o Plagiarism Policy (refer School Diary) 

 
 

 



 

  

Privacy Information Sheet for Parents/Carers 
 

Enrolment Form for Queensland State Schools 
 

The school is part of Education Queensland in the Department of Education and the Arts. It is subject to 
Information Standard 42 – Information Privacy (IS42) which controls how it must collect, store, use and 
disclose personal information.  
 
Why does Education Queensland collect personal info rmation at enrolment? 
Education Queensland collects personal information on the attached enrolment form so it can: 

·  meet its legal obligations under the Education (General Provisions) Act 1989;  
·  meet its duty of care to all students and staff members; and 
·  administer and plan for providing appropriate education and support services to students. 

 
Also, the State of Queensland has agreed to collect information about students’ gender, indigenous 
status, socio-economic background and language background and provide it to the Commonwealth. 
Commonwealth law requires Education Queensland to collect and provide the information to the 
Commonwealth Department of Education, Science and Training (DEST) in order for the Commonwealth 
to provide funding for education to the State.  
 
Do you have to provide all  of the information requested on the enrolment form ? 
NO, you do NOT have to provide ALL  of the information requested on the enrolment form. However, 
Education Queensland requires certain information by law to ensure that those seeking enrolment are 
eligible. Education Queensland also requires personal information to ensure that the school can meet 
its legal ‘duty of care’ obligations and to provide appropriate education and support services to 
students. If you choose not to provide the information requested on the enrolment form, the school may 
be unable to enrol the person as a student, or properly care for the student or provide appropriate 
education and support services to the student. 
 
Do you have to provide the information requested by  the Commonwealth?  
NO, it is voluntary. You do NOT have to provide the information requested by the Commonwealth. The 
State of Queensland is required by law to collect and pass on the information, that you choose to give, 
to the Commonwealth BUT you decide whether to give that information to Education Queensland. 
 
What will happen to the information collected by Ed ucation Queensland and provided to the 
Commonwealth? 
Queensland State schools normally collect information on students’ sex, indigenous status and 
language background and use it to provide appropriate education and support services to students. The 
school will continue to collect and hold this information. The two questions on the enrolment form about 
the student’s socio-economic background are about you, the student’s parent/caregiver. Education 
Queensland will not retain this information. The questions are: 
 

�  What is the highest year of primary or secondary school the parents/caregivers have 
completed? 

 
�  What is the level of the highest qualification the parents/caregivers have completed? 

 
The information regarding gender, indigenous status, socio-economic background and language 
background is given to: 

·  the Queensland Studies Authority so that it can be linked with students’ numeracy and literacy 
test results; and 

·  the Commonwealth Department of Education, Science and Training. 
 
Information provided to the Commonwealth government is aggregated and does not identify individuals. 
Your socio-economic background information is entered into a database using only the student’s 
numerical identifier. The name of the student and your name(s) are not part of the States’ reporting 
requirements. The school will destroy the forms used to collect your socio-economic background 
information and will have no future access to the data. 
 
Are a student’s records transferred when the studen t moves from a Queensland State school to 
another school within Queensland?  
YES, a student’s records are transferred when the student moves from a Queensland State school to 
another school within Queensland. Education Queensland is permitted by law to transfer information 



 

  

about a student from a State school to another State school or from a State school to a non-State 
school within Queensland. This helps the new school to understand the student’s needs and assists 
with continuing appropriate educational support programs. It also provides an opportunity for 
parents/carers to review and discuss the information being transferred to make sure that it is up to date, 
accurate and complete. 
 
Education Queensland can only use and/or disclose your personal information in accordance with IS42. 
Further, under IS42, Education Queensland can disclose your personal information that is relevant to 
other organisations if: 

·  you consent; 
·  you are likely to be aware that the disclosure is usual practice; 
·  it is required or authorised by law; 
·  it is necessary for law enforcement; or 
·  it is believed to be necessary to prevent or lessen an imminent threat to a person’s health or 

life. 
 
Listed below are Queensland government agencies to which Education Queensland regularly discloses 
relevant personal information under IS42.  

·  Queensland Transport; 
·  Queensland Studies Authority; 
·  Queensland Police Service; 
·  Department of Employment and Training; 
·  Department of Child Safety;  
·  Department of Communities; 
·  Disability Services Queensland. 

 
Education Queensland is also regularly required by Commonwealth law to give personal information to 
the following Commonwealth government agencies for data matching for the payment of welfare 
benefits: 

·  Centrelink; and 
·  Australian Taxation Office. 

 
How can you access the information about your child  enrolled at a Queensland State school?  
You may request access to personal information about you or your child held by Education Queensland 
or a school by making a request in writing to the principal of the school. The principal will assess your 
request in accordance with Education Queensland policy. You may also apply in writing to Education 
Queensland for access under the Freedom of Information Act 1992. 
 
What are your responsibilities as a parent/carer re garding personal information? 
It is the responsibility of parents/carers to continue to provide to the school up-to–date and accurate 
information when circumstances change so that the school can meet its obligations to the student. This 
will include, for example, maintaining current contact information and advising the school of any 
relevant changes to custody or care arrangements. 
 
Further information  

If you have any questions about information privacy practices of Education Queensland, please first contact the school 
principal or consult the Department of Education and the Arts website at 
http://education.qld.gov.au/information/privacy/plan/. A copy of IS42 is available at 
http://www.governmentict.qld.gov.au/02_infostand/standards/is42.pdf. 
 
 

 

In what other circumstances can the school or Educa tion Queensland disclose personal 
information? 


