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Disclaimer: All information contained in this handbook is accurate and current to the best knowledge of the 
staff that compiled it and is subject to change at the discretion of the Principal. Any changes will be notified 
through the newsletter and/or via correspondence to parents/guardians. 

Updated: 12.05.2020 



2 

Table of Contents 
Contact information……………………………………………………………………………………………………………………..………………………….Page 3 
Absenteeism…………………………………………………………………………………………………………………………………………………………….Page 4 
Academic program………….…………………………………………………………………………………………………………..………………….……….Page 4 
Accident insurance ………….………………………………………………………………………………………………………………..…………………….Page 4 
Anti-Bullying statement ……………………………………………………………………………………………………………………..…………..……….Page 4 
Appointments and interviews ………….………………………………………………………………………………………………..…………..……….Page 5 
Arrival at the Campus ………………………………………………………………………………………………………………………………….………….Page 6 
Attendance………………………………………………………………………………………………………………………………………………..…………….Page 6 
Behaviour management…………………………………………………………………………………………..…………………….……………….……….Page 6 
Bikes or scooters on Campus………………………………………………………………………………………………………………………….……….Page 6 
Bookwork Policy………………………………………………………………………………………………………………………………….…………………..Page 7 
Bus travel…………………………………………………………………………………………………………………………………………………..…………….Page 7 
Camps……………………………………………………………………………………………………………………………………………………..……………….Page 7 
Car park procedures……………………………………………………………………………………………………………………….….…………………….Page 8 
Chapels and Assemblies……………………………………………………………………………………………………………………………..…………….Page 9 
Child Protection Policy……………………………………………………………………………………………………………………..…………………….Page 10 
Classroom procedures…………………………………………………………………………………………………………………………………..……….Page 10 
Collecting your child at the end of the day…………………………………………………………….……………………………………………….Page 10 
Collecting your child during the College day……………………………………………………………..……………………………………..…….Page 11 
Communication with the teacher………………………………………………………..……………………………………………………..………….Page 11 
Concerns…………………………………………………………………………………………………………………..………………………………..………….Page 11 
Course information…………………………………………….………………………….…………………………………………………..………………….Page 12 
Curriculum development……………………….…………………………….………..…………………………………………………………..………….Page 12 
Drink bottles in class…………………………………………..……………….…………………………………………………………….….……………….Page 13 
Enrolment and withdrawal…………………………………………………………………………………………………..….…………………………….Page 13 
Evacuation and lockdown…………………………….…………………………….…………………………….……………………………………..…….Page 13 
Events…………………………………………….…………………………….………………………………….……………………………………..…………….Page 14 
Excursions………………………………….………….…………………………….…………………………………………………………….………………….Page 14 
Finance office…………………………………………….…………………………….….………………………………………………….…………………….Page 14 
Forgotten items…………………………………………….…………………………….…………………………………………………………………..…….Page 15 
Health and first aid……………………………………………..……………….………………………………………………………….…………………….Page 15 
Homework…………………………………………….…………………………….……………………………………………………………….….…………….Page 16 
Library……………………………………………..……………….…………………………………………………………………………………………..……….Page 16 
Lost property……………………………………………..……………….……………………………………………………………………………..………….Page 17 
Lunch boxes……………………………………………..……………….…………………………………………..…………………………………..………….Page 17 
Medical information…………………………………………….……………………..………………………………………………………..……………….Page 17 
Mobile phone policy …………………………………………….……………………………………………………………………………………………….Page 19 
Out of bounds areas……………………………………………………………………………………………………………………………….………………Page 19 
OSHClub……………………………………………..……………….……………………………………………………………………………………..………….Page 19 
Pastoral care……………………………………………..……………….………………………………………………………………….……………………….Page 19 
Photographic, media, video, audio & communication release………………………………………………………………….…………….Page 20 
Placement of students in class…………………………………..……………….………………………………………………………………………….Page 21 
Privacy policy……………………………………………..……………….………………………………………………………………………………..……….Page 21 
Procedures to follow while on College grounds……………………………………………..………………………………………..…………….Page 21 
Prohibited items……………………………………………..……………….…………………………………………………………………………………….Page 23 
Reports and Parent/Teacher interviews……………………………………………………………………………………………..………………….Page 23 
School publications……………………………………………..……………….…………………………………………………………….………………….Page 23 
Security on Campus……………………………………………..…………….…………………………………………………………………………………..Page 24 
Sick Bay……………………………………………..……………….…………………………………………………………………………………………………..Page 24 
Sport program……………………………………………..……………….………………………………………………………………………………………..Page 24 
Student leadership program……………………………..……………….…………………………………………………………………………………..Page 25 
Study……………………………………………..……………….……………………………………………………………………………………………….……..Page 25 
SunSmart policy……………………………………………..……………….………………………………………………………………………………….….Page 26 
Uniform expectations……………………………………………..…………………………………………………………………………………….……….Page 26 
Technology…………………………………………….…………………………….…………………………………………………………………….………….Page 29 
Using preferred names on Report Cards……………………………………………..…………………………………………………………..…….Page 31 
Valuable items……………………………………………..……………….……………………………………………………………………………………….Page 31 
Visitors to the College……………………………………………..……………….……………………………………………………………………..…….Page 31 
Volunteers program………………………………………..……………….…………………………………………………………………………………….Page 31 
Website……………………………………………..……………….………………………………………………………………………………………………….Page 32 



3  

College Contact Information 
 

Street Address 

4 Archer Street, Sun Valley, GLADSTONE QLD 4680 
 
 
Postal Address 

4 Archer Street, Sun Valley, GLADSTONE QLD 4680 
 
 
Telephone 

(07) 4839 0500 
 

Email 

admin@trinitygladstone.qld.edu.au 
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General College Procedures 

 
Absenteeism 
 

If a student is absent from the College for any reason, parents/guardians are asked to advise 
the College via the Absentee Line 07 4839 0500, or email admin@trinitygladstone.qld.edu.au 
as soon as possible on the first day of absence. If the College has not received a phone call by 
9.30am, parents/guardians will be contacted via SMS and advised that their child is not at 
school. 

Upon return to school, parents/guardians of primary school students are requested to write a 
note explaining their child’s absence and present this to their child’s classroom teacher. 

If a parent/guardian requires special leave for their child/ren, a written request from them 
should be presented to the Principal at least two weeks prior to the absence. If accepted, 
written notification will be provided to the parent/guardian. For extended absences, parents 
should not expect teachers to provide individual programs for children and be aware that 
lengthy absences may render it impossible to give a complete rating for all subjects on the 
Semester Report. 

Lengthy absences from school due to holidays are strongly discouraged, as students are legally 
required to be at school for a set number of days per year. Exceptional circumstances may 
require the Principal’s consideration and approval. 

Academic Program 

Trinity College offers a range of subjects based on the new Australian Curriculum documents 
and the QCAA syllabuses. In addition to the academic program, our students are engaged in 
personal development lessons that focus on developing social and emotional wellbeing and 
christian living studies. The Learning Enrichment Department also caters for students who 
may require assistance or extension through support in the classroom or withdrawal from 
lessons. Support is targeted to students on a need’s basis. 

Accident Insurance 

Students of Trinity College have 24-hour worldwide accident cover. Details on the extent of 
the cover may be obtained from the Finance Office. 

Anti-Bullying Statement 

Bullying is repeated verbal, non-verbal and/or physical attacks on a person by another person or 
group. It is intended to hurt, frighten, embarrass, humiliate, make you feel angry or uncomfortable. 
It is deliberate. 

Here are some examples to help you decide about things you see, or do, or that might happen to 
you: 

• Hitting, punching, jostling, pushing or spitting. 
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• Threats. 
• Hiding, damaging or destroying property. 
• Using names offensive to you or abusive language. 
• Sexual abuse, including making suggestive comments, touching or grabbing. 
• Making insulting comments about another’s culture, gender, religious or social background. 
• Putting a person down about his or her body, abilities or achievements. 
• Writing graffiti about others, including writing crude notes or making crude drawings. 
• Insulting or spreading rumours about people or their families. 
• Deliberate exclusion in order to hurt, frighten, embarrass or humiliate. 
• Causing another student to be afraid or upset at school or on the way to or from school. 
• Offensive gestures, sounds, sarcastic laughter or ‘knowing’ or derogatory looks. 
• Nasty electronic messages (e.g. telephone calls, SMS, Facebook, Twitter, Instant Messaging 

or Emails) which annoy or upset you and/or your family. 

At Trinity College Gladstone, we have an expectation of RESPECT for all others, whether they are 
students, staff, parents or visitors. We expect every member of the school, from the youngest to the 
oldest student and all our staff, both to give and receive respect. 

Remember: 

 COURTESY to all 
 COOPERATION with each other 
 CONSIDERATION for those we meet 
 
When we are bullied, or if we bully others, our school community is damaged. We must understand 
that bullying may contribute to us becoming angry, humiliated or frightened, and encourages us to 
retaliate in equally hurtful ways. 

There must be NO harassment. Repeated unwelcome actions and words will not be tolerated at our 
College. 

OUR GOAL IS FOR A CHRIST-CENTRED SCHOOL COMMUNITY WHERE PEOPLE FEEL HAPPY, SAFE AND 
VALUED.  To access the full version of this statement please go our website under ‘About Us, Trinity 
College Governance, Policies and Procedures’ or email admin@trinitygladstone.qld.edu.au 

Appointments and Interviews 

Teachers are happy to discuss concerns with parents at any time during the term. 
Communication is the key to a successful home and school relationship. Appointments and 
interviews may be arranged directly with your child’s teacher. Notes or emails to teachers are 
welcomed regarding a child’s immediate needs, e.g. upset that morning, child not feeling well, 
misplaced homework or other materials, etc. Teacher email addresses will be provided in 
Meet the Teacher Sessions early in Term One or are available at Administration. Please be 
considerate to our  teachers’ lives outside of the College when sending emails; staff are not 
required to answer emails out of hours or across the weekends. Your emails will be dealt with 
as soon as staff are able within reasonable time frames. 
 
 



6  

Arrival at the Campus 

Primary students may arrive at the College from 8.00am when playground supervision 
commences. In the event that children in Prep – 12 years are at school prior to 8.00am it is 
strongly recommended they need to be booked into OSH club for supervised care. They are 
not to wander around the College premises. Trinity College is not responsible for students left 
at school prior to and after supervised hours. 

Parents are encouraged to allow their children to walk unaccompanied to class from the set-
down zone by the end of the first week of the school year.  Kindy children are required to be 
signed in each day by a parent/guardian and must be escorted to the Kindy Room.  Prep 
children are to be taken to the classroom by a parent/guardian. 
 
Attendance 

Too many unexplained absences could result in students not meeting the QCAA requirements 
for minimum hours of study in a particular subject. 

All students report to their classrooms at 8.40am. Students arriving after 8.40am report to 
Administration where their attendance will be recorded, and a late card received for presentation to 
their teacher.  
 

Behaviour Management 
 
Behaviour Management exists for the following reasons: 

• to provide guidelines for the orderly functioning of day-to-day operations of the 
College community; and 

• to provide a framework for parents/guardians and teachers to use in directing and 
encouraging the development of self-discipline in all students. There is to be a high 
standard of self-discipline from Trinity College students. The College aims to 
encourage and commend good choices and enforce consequences for poor choices 
when established rules are not followed. The behaviour management expectations 
apply to all students enrolled at the College. Part of enrolment in the College is the 
requirement that all parents/guardians support our expectations and discuss it with 
their child/ren. 

Please refer to the Disciplinary Management System on our website under ‘About Us, Trinity 
College Governance, Policies and Procedures’ or email admin@trinitygladstone.qld.edu.au 
 
Bikes or Scooters on School Grounds 
 
Students who ride bikes or scooters to and from school are to use the main entrance from 
Archer Street and walk from that entry along the pedestrian pathway up to the bike racks 
outside Administration. 

Bikes or scooters are not permitted to enter or depart through the car parks gates at any 
time. 
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Bikes and scooters should always be locked securely to the bike racks. 

Bikes or scooters must be walked to and from the bike racks. Students are not to ride their 
bikes or scooters on school grounds and should also wear, and properly secure, a protective 
helmet before they ride their bikes or scooters. Students found in breach of these 
expectations will have the privilege of riding or scootering to the College removed at the 
Principal or their delegate’s discretion. 

Bookwork Policy 

Students are encouraged to aim for consistency and neatness. Students will work towards the habit 
of clean hands, appropriate setting out, looking after books, neat writing and drawing. All books are 
to be neatly labeled with the student’s name, class and subject. No graffiti, doodles, scribbling etc. on 
or inside workbooks are allowed.  Students are encouraged in the pursuit of excellence in all aspects 
of the work required in their books. 
 
Bus Travel 

All students using buses are to do so in a manner that does not endanger themselves or the 
safety of other passengers or road users or bring the good reputation of the College into 
disrepute. All students must remain in College uniforms when travelling to and from the 
College unless it is the College’s swimming carnival, athletics or cross country’s day. 

Camps 

Camps are a compulsory part of the College’s education outside the classroom program for 
students. They aim to provide a variety of experiences considered essential to the total 
development of each student. The broad range of activities is designed to challenge and 
excite when students accomplish feats outside their normal daily lives. Camps particularly 
encourage persistence and resilience and help to develop self-confidence. Any child who 
displays the potential to be a risk, either to him/herself or fellow students will not be 
permitted to attend camp. While on camps, students are to maintain an appropriate Casual 
Dress Code. The guidelines outlined below need to be followed. 
 

• Closed in shoes and not thongs or scuffs, are to be worn for activities (unless 
swimming). 

• Clothing items are to be neat and clean. 
• Any writing, pictures or slogans need to be non-offensive and acceptable to the 

Christian ethos of the College. 
• Clothing items such as jeans or shorts are not to have tears or rips in them. 
• Very short shorts, skirts or dresses are not acceptable. 
• Hair and jewellery rules still apply (for health and safety reasons). 

If an absence to the camp relates to illness, please advise via email and this will need to be 
accompanied by a doctor’s certificate. 

Children with severe allergies going on camps 
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For most camps students with special dietary needs are catered for but in cases where students 
suffer from severe allergies parents may need to provide their own food for camps and 
excursions to reduce the risk of having an allergic reaction. 
 

Car Park Procedures 

• At all times, entry to the site is one way only. The left lane will be for collection of children 
through the auditorium roundabout. Follow the blue arrows. The right-hand lane will be for 
parking and site exit via the new exit driveway and out the roadway on the bushland.  

• Parking bays in front of the mural can only be accessed after going through the turnaround 
bay.  NO ENTRY across the pedestrian crossing – this is ONE WAY only. 

• The bus zone is located alongside the Church. Bus parking is adjacent to the rear 
carpark, with the bus entrance off the right-hand side of the exit road.  This must be 
kept clear at all times. 

• There are twelve (12) parking bays allocated solely to Kindergarten parents in the upper 
level car park adjacent to the administration block. Entry to this upper level parking area 
is through the main entrance and first left. Exit from this car park is left turn only via the 
new exit driveway and out the roadway on the bushland. 

• Reverse parking only in car parks along the entry road to enable safer access into the traffic 
flow and to allow buses to pass safely.  

• Please drive slowly through the site (10km) and follow any instructions/signs given. 
 
All users of the pick-up and drop off zone are requested to comply with the procedures outlined 
below: 

• ‘Stop, drop, go’ only. This is not to be used as a waiting or parking zone. 
• Please adhere to the STOP sign upon exit as buses may be coming through.  Follow the blue 

arrows to exit. 
• At the end of the day, parents whose children are not there must proceed to the car park 

and park in the designated spaces. 
• Encourage children to embark and disembark from vehicles as quickly as possible. Parents 

whose students are too young, too small or too slow to get out of the vehicle unassisted need 
to disembark in the car park. The drop-off exercise for most families should be a fairly quick 
process. 

• Practice a routine with your children – bags in the boot first and then passengers on board. 
• To ensure there are no large gaps between cars, pull in at a safe and close distance to the 

car in front. 
• Stopping or parking in front of the Admin building is not permitted. 
• Drivers need to be alert and ready to move forward safely as spaces become available ahead 

of them. 
• Drivers in the right-hand lane must proceed into the car park. It is not acceptable to cut across 

into the drop-off area because a space suddenly becomes available. 
• All students must be ready to disembark immediately the car stops. Talking through 

windows, running back to the car, etc. causes delays and frustration for other users. 
• Parents should refrain from getting out of their vehicle to hug or kiss their child as this causes 

delays and frustration for other users. 
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Motorists are also requested to observe the rules outlined below: 
 

• Adhere to the 10 kph speed limit within the College grounds. 
• Remember that small children do not have good peripheral vision and all students can 

sometimes do silly and unpredictable things when crossing roads. 
• Do not park in the Disabled spaces unless a sticker is displayed and refrain from parking in the 

other designated spaces. 
• Be considerate to all other drivers. 
• Be respectful to volunteers and staff who are trying to improve the traffic conditions and 

ensure the safety of the students. 
• Take extreme care while driving in the College grounds. 
• Parents are not to pick up students on Archer Street. 

 
 

Chapels and Assemblies 
 
Whole School Assembly is every MONDAY in the auditorium Whole School Assembly is a 
compulsory FORMAL UNIFORM DAY for the whole school held in the Gladstone Baptist 
Church Auditorium at 8.40am – 9.00am. Primary Chapel services are held each WEDNESDAY 
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in the auditorium. Secondary Chapel services are held each FRIDAY in the auditorium. Parents 
and friends are welcome to attend all assemblies and chapels. Special awards and class 
performances are a regular feature at these events. Notice of these is given through the 
College newsletter and will be noted in the calendar section of the Parent Lounge. 
 
Child Protection Policy 

Trinity College recognises that protecting students from harm and the risk of harm is fundamental to 
maximising their personal and academic potential. For this reason, the welfare and best interests of 
the children within our College will always be a primary consideration. We expect our students to 
show respect to our staff and volunteers and to comply with safe practices and we expect all 
employees to ensure that their behaviour towards, and relationships with students, reflect proper 
standards of care for students, and are not unlawful. The College will respond diligently to a report 
of suspected or actual harm, or risk of harm to a student.  For a copy of the full policy please go our 
website under ‘About Us, Trinity College Governance, Policies and Procedures’ or email 
admin@trinitygladstone.qld.edu.au 
 
Classroom Procedures 

Each teacher will develop their own set of class rules.  The following rules are generally accepted. 
• Follow teacher’s instructions. 
• Be punctual to class. 
• Do not enter without a teacher present. Wait in two lines outside the classroom for your 

teacher to arrive. 
• Always listen carefully. 
• Bring the correct and necessary equipment to class 
• Do not speak while the teacher is speaking. Good manners matter. 
• Do not call out. When responding to a question raise your hand. 
• Always complete homework on time. 

 
Collecting your Child at the end of the day 
 
All students in Years 1 to 6 are escorted to the Stop-Drop-Go zone.  Secondary students may 
wait in this zone or make their way safely home. No primary aged student will be allowed to 
make their own way to parents or vehicles in the parent carpark.  Secondary students with 
primary siblings may collect them to escort them to the parent carpark; with prior permission 
from the class teacher. A written note must be provided to the class teacher to request this 
arrangement. 
 
Exceptions to this are OSHClub, bus transport, after school sports, after school detentions, 
academic support sessions or College approved curriculum activities. 

Collecting your Child during the College day 
 
If a child needs to be collected before the end of a school day, parents are required to observe 
the following: 
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• If an early pickup is foreseeable, send a note to the class teacher via your child so 

that the teacher is prepared. 
• It is essential that all parents sign out their child at Administration prior to collecting 

their child. Administration will call the classroom and ask that your child pack up their 
desk and make their way to the office for collection. Children will only be called out of 
their classroom when the parent has arrived at the office. Prep students will be 
accompanied by a teacher aide. Please allow 5 minutes for your child to make their 
way to the office. 

• Year 11 and Year 12 students may sign themselves out with a parent note or email to 
the Administration office giving them permission to leave during the College day. 

 
Communication with the Classroom Teachers 

If the communication is a short message of two to three minutes in duration, an appointment is not 
necessary, providing the teacher is available.  If the matter requires longer than two to three 
minutes, the procedure is as follows: 

• email the teacher concerned, or 
• contact the teacher via Class Dojo, or 
• write a letter to the teacher concerned. 

 
Staff meetings are held every morning from 8.00am until 8.20am and on Wednesday 
afternoons from 3.30pm to 5pm and the teachers will be unavailable for interviews during 
these times. Staff meetings are very important for the teaching team and for the 
development of best practice, therefore, it is essential that all teachers attend the meetings 
each week. 

Teachers are not available when they are on playground duty; as their duty of care is on the 
well-being and safety of all of our students. 
 
Concerns 

The procedures for addressing concerns are detailed below: 

Speak to staff at Administration indicating the topic you wish to discuss with the relevant staff 
member or area. If your concern is about: 

• your child’s progress or classroom activities, please ask for email addresses of the class 
teacher/Pastoral Care teacher’s email details or contact them on Class Dojo; 

• issues outside the classroom that affect your child, please ask for email addresses for 
the class teacher/Pastoral Care teacher’s, Teacher in Charge or Primary/Secondary 
Heads; 

• College fees, please ask for the Finance Office; 
 
Appointments with the Principal are able to be arranged via the Executive Assistant. 
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It is not advantageous to conduct an interview where either party is emotionally distressed. If 
this situation arises, it is advisable for the interview to be postponed by either party and 
conducted at a more appropriate time. At all times during the interview, respect for one 
another is to be shown or College staff will terminate the interview. 

Course Information 

Parents are invited to attend information sessions conducted in classrooms across the College 
early in Term One each new school year. For those transitioning from one section to another, 
information sessions are held towards the end of the year. 
 
Curriculum Development 

Meaningful learning is the core business of the College and this is achieved through the 
development of curriculum that is relevant to the interests of the students. A student-centred 
guided enquiry approach is used as it is best suited to ensuring active student engagement 
and effective learning. Effective curriculum is designed around a solid framework. The Years 1 
to 10 and Senior Syllabuses developed by the QCAA and the Australian National Curriculum 
documents are currently the frameworks used to develop the College curriculum. This means 
that processes and content considered essential to the learning of all students in Queensland 
are covered, while the approach and delivery is distinctly  Christian. 

As a result, students are well prepared for the rigors of the Years 3, 5, 7 and 9 NAPLAN Tests 
and the External examinations at the end of Year 12. 

Teachers plan lessons using frameworks (Marzano) which encompasses developing 
social/emotional wellbeing, good personal and study habits, and complex reasoning and 
problem-solving skills. In this model, the students are actively involved in their own learning 
and the teacher is the facilitator of the learning process. It is common to see a classroom 
where students are engaged in discussing, debating and constructing while using graphic 
organisers and effective thinking strategies to investigate and find solutions. Information 
technologies that are embedded aim at improving student outcomes and the quality of the 
learning experiences. 

Embedded Information technologies aim at improving student engagement and the quality of 
their learning experiences. This type of classroom is exciting and vibrant with learning being 
underpinned by a Christian worldview that God is the creator of everything. Christian values, 
which are taught and modelled, infuse the atmosphere of the classroom where learning takes 
place in a disciplined, well controlled and stimulating environment. 

External data gathered from Years 3, 5, 7 and 9 NAPLAN Tests and the Year 12 External 
examinations are carefully analysed and used to determine curriculum change and direction. 
Other data collected from internal testing all combine to give more information which is used 
to monitor improvement trends in the academic performance of individuals and the College. 
This also aids with identifying students experiencing difficulties and ensuring that early 
intervention can occur. Similarly, teachers are aware of students needing extension type 
activities. The information is essential in giving direction so that adjustments can be made to 
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the curriculum in the form of processes taught, content covered and the delivery of lessons. 
 
Drink Bottles in Class 

It is important that students remain hydrated during the school day. For this reason, drink 
bottles are allowed in the classroom for easy access to water. Drink bottles should only 
contain water and not juices or cordials and be accessed at appropriate times during the 
sessions. It is not appropriate to drink when the teacher is addressing the class. The College 
has external refrigerated and filtered water dispensers for students to refill their drink bottles 
throughout the day. 

Enrolment and Withdrawal 

Enrolment 

New student enrolment enquiries can be made directly with the Enrolments Registrar. An 
enrolment prospectus will be forwarded to the applicant and College tours are available by 
appointment. 

Enrolment Agreement 

Parents/Guardians undertake to support the aims of the College and to support the rules, 
ethos, regulations and programs of work when they complete the enrolment process for their 
child to enter Trinity College. For information regarding the Enrolment Agreement please 
refer to the enrolment agreement received from the Registrar. Further copies are also 
available from Administration. 

Withdrawal 

One College Term’s notice in writing or submission to the Principal of a Notice of Withdrawal 
Form is required for any student being withdrawn from the College. This excludes students 
completing Year 12. 

Please note the College cannot accept a verbal notice as an official notice of withdrawal. 
Written notice needs to be provided as per the Enrolment Agreement. In order to meet 
attendance regulations, it is necessary for students to be in full attendance during the term 
that notice has been given. It would also be appreciated if all outstanding fees, accounts and 
levies are paid in full prior to the last day of attendance. 

Evacuation and Lockdown 

Throughout the year, the students of Trinity College will participate in evacuation and 
lockdown drills. It is important for students to know what to do should the need arise to carry 
out these emergency  procedures in a real-life situation. Visitors to the school are asked to 
comply with requests from staff to participate in these procedures. 
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Evacuation 

In the event of an evacuation, the whole College is notified via the alarm system to evacuate. 
The alarm will sound for a reasonable time. Class teachers will direct the students calmly to 
proceed to the College assembly area. Rolls are checked off and reported to the Evacuation 
Wardens. When the all clear is given, the students and staff will return to class or follow the 
instructions of the Evacuation Wardens for further action if required. 

Lockdown 

A lockdown signal will sound indicating a danger on the College campus. Upon hearing this 
alarm, teachers will direct the students to: 

• Move under their desks if in a room; or 
• move quickly to a room or the sports shed if outside; or, if this is impractical, 
• The teachers will then proceed to close and lock all doors and windows. Everyone is to remain 

as instructed until the all clear has been given. It would be of great assistance if 
parents/guardians were to familiarise their children with these procedures to ensure they 
are prepared for practice or real-life situations. 

Events 

Most events are held within school hours with only a few exceptions.  All students and parents 
are expected to attend these whole College events as we support and celebrate our students 
across a range of achievements and events. Please refer to the Calendar section of the Parent 
Lounge for dates, date changes or additional events held by the College. Sports Events are 
compulsory for students to attend, and our College community is welcome to attend and 
support these events. 

Excursions 

Permission for participation in all excursions is requested at the beginning of enrolment at the 
College. Excursions are considered to be part of the curriculum and will, therefore, coincide 
with topics being studied in class. Information about excursion details will be sent home prior 
to the excursion date. 
 
Finance Office 

The Finance office is open Monday to Friday from 8.00am to 3.30pm in the Administration Building. 
The following services are available: 
 

• payment of College fee accounts. Please refer to the current Fee Schedule for a full 
explanation of fees and methods of payment. 

• payment arrangements where families are experiencing financial difficulties; and 
• for any changes to payment arrangements or bank account details e.g. Direct Debit 

Forms, speak to the Finance office. 
 

The following specific guidelines are applied at Trinity College: 
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• Speak courteously and with respect to all children, teachers, parents and visitors. 
• Wear uniform correctly. 
• Respect others and use kind words and actions. 
• Respect the school buildings, equipment and personal property. 
• Work and play safely and fairly. 
• Move silently around the school during lesson time. 
• To not go into a classroom or office without the permission of a teacher. 

Forgotten Items 

Forgotten items may be delivered to Administration. Staff will ensure that the item is passed 
on to your child, as soon as practicable that day. 
 
Health and First Aid 
 
Small first aid kits for minor incidents are kept in classrooms for general use. First Aid bags are 
carried by all teaching staff when they are on playground duty. Children who become ill or are 
injured during the school day are taken to the First Aid Room in Administration. 
Administration staff will ascertain the nature of the illness or injury and determine if the 
illness or injury requires a period of rest, treatment at the First Aid Room, or if a parent or their 
nominated emergency person needs to be contacted for further advice. 
 
If the next step requires parental consultation or intervention, the parents/guardians or their 
nominated emergency person will be contacted and given an outline of the nature of the 
illness or injury. After discussion, the decision will be made as to whether the child needs 
further treatment or to go home from school. 
 
Parents/guardians or their emergency contact will be notified immediately if their child 
becomes seriously ill or has had a serious accident. In instances where it is not possible to 
contact the parents or their nominated emergency person or if they are unable to come to 
the school, an ambulance will be called and at least one staff member will accompany the 
child to a medical centre or hospital. The staff will await the arrival of the parents/guardians 
or their emergency person at the medical centre or hospital. 
 
Attempts will continue to be made to contact the parents/guardians, and/or keep the 
parent/guardian or their emergency person updated on the situation by phone. 
 
Contagious Conditions/Diseases 
 
The College values a safe and healthy environment for students and asks parents/guardians to 
withdraw their child from school immediately when it is known they have a contagious 
condition. These conditions include:  conjunctivitis, chickenpox, cough and cold viruses, 
diarrhea, German measles, measles, mumps, vomiting, ringworm, school sores, head lice and 
whooping cough. 
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Please ensure that you do not send your child back to school prematurely and that they have 
made a full recovery before returning to school. If a child has a temperature, they are to be 
kept at home or, if in doubt, the family doctor is to be contacted. 
 
Head Lice 

Head lice infestation needs to be treated and students are allowed to return to school when 
their hair has been treated and there are no live lice.  Complete removal of lice and eggs 
prevents reoccurrence, and this only occurs with repeated treatments. Head lice is an issue 
that requires a proactive approach and all families are encouraged to check their children 
weekly, treat quickly and notify the College. When a head lice situation occurs, the parents of 
students in that year level are alerted, prompting further early detection and treatment, if 
necessary. Thus, it is hoped that the incident is short-lived. 

If a student is found to have head lice, the parents/guardians will be contacted and asked to 
collect their child from school and commence treatment. 
 
Homework 

Student homework will consist of work set by the teacher to be completed for a class lesson in 
the next few days, and of personal study which will include revision of earlier work. 
Assessment tasks also form part of the homework requirements. As students progress 
through the College and become more efficient, personal study will occupy more and more of 
their time. 

Purposes of Homework 
Homework is given to: 

• To ensure that the work taught in class is understood, learned and practiced 
• To give practice in creative thinking 
• To provide time for learning and memorizing facts 
• To provide time for revision of knowledge already gained 
• To provide the opportunity for students to learn to work independently, to help 

themselves with academic problems and to learn academic self-discipline 
• To reveal to students’ weaknesses in their knowledge and understanding, so that they 

may ask their teachers how to overcome such problems. 
Students are never in a “no homework needs to be done” situation. If your child is spending 
excessive amounts of time on completing homework, the classroom teacher needs to be 
made aware. 

Library 

The library staff aims to serve the students and teachers by providing a quality service and 
appropriate resources to facilitate effective learning and teaching at Trinity College. 

The Library provides the following services: 

• friendly and qualified staff to serve the College community; 
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• help for students in locating, selecting and using available resources; 
• a quality collection of fiction and non-fiction resources. 

Lost Property 

All items of clothing and equipment (including hats and lunch boxes) must be named clearly 
using a permanent marker or by etching. Any items found with names are returned to the 
owner. Unnamed lost property can be collected from Administration. At the end of the term, 
any remaining items in the Lost Property box will be donated to charity. 

If an item of lost uniform cannot immediately be replaced a note or an email must be sent to 
administration informing of the loss and when the item of uniform will be replaced. 
 
Lunch Boxes 

Owing to the number of students presenting with allergies each year, we have a No Nut 
Policy. Please ensure snacks and lunches do not include nut bars or Peanut Butter or Nutella 
sandwiches. 

Please give some thought to healthy foods. Following are some suggestions: 

Morning Tea: Fruit, dried fruit, cracker biscuits, muesli bars (without chocolate), small 
yoghurt, cheese, salad items, homemade healthy biscuits or slices, rice crackers 

Lunch: Sandwich, roll, chicken, cold meats, dairy items, eggs, salad, fruit, plain corn chips.  
Drinks: Milk, frozen water, fruit juice, vegetable juice 
 
What not to send in lunch boxes 

Nut products, peanut butter, Nutella, chocolates, lollies, gum, soft drink, red or green cordial, 
red or green jelly, roll-ups. Apart from having questionable nutritional value, they can create 
competition among the children.  

Medical Information 
 

Parents are requested to advise Administration Staff of any changes to medical information at 
the beginning of each year. The College is to be advised if any new situations arise as the year 
progresses so records can be kept up to date at all times. Current telephone contact numbers 
and emergency contacts are vitally important. 

Medication 

State and Territorial Governments protect the health and safety of the community from the 
injurious effects of medicinal drugs by a range of acts and regulations which include lists of 
drugs and poisons categorised as follows: 
 

• Schedule 2 (S2) 
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• Schedule 3 (S3) 
• Schedule 4 (S4) 
• Schedule 8 (S8) 

Pharmacy Medicine (Pharmacy only sale) Pharmacist Only Medicine (Supervision of sale by 
pharmacist) Restricted Drugs (Prescription Only Medicine) Controlled Drugs (Prescription Only 
Medicine) 

Paracetamol and other analgesics are S2 medications and these and all other medications, 
both prescription and over-the-counter drugs, cannot be administered to students by Trinity 
College staff without authorisation. Asthma inhalers and EpiPens are the exception. 

The following steps in gaining authorisation need to be followed by parents and guardians. 

All prescription medication must be in a container labelled by a health care professional or 
pharmacist filling a medical prescription. The following details need to be provided: 
 

• Name of the medication 
• Name of the doctor prescribing the medication 
• Name of the student 
• Dosage 
• Time of day medication needs to be administered 

 
The same procedures apply to over-the-counter medication and any other analgesics and 
herbal medicines. The school will not accept any medication which is not labelled in this way. 
 
The only exception to this rule is if the parent has given permission on our official Application for 
Enrolment form, for Administration staff to administer Paracetamol. At this time the student’s 
Medical Records will be recorded with relevant information of time, dose and illness presented [i.e. 
headache or pain].  For camps and excursions, separate permission slips are completed. 
 

• The medication is to be delivered to Administration where the parent will be required 
to complete a Medication Record Chart. 

• The student will report to Administration to receive medication at the appropriate 
time. If the child does not arrive on time, the Administration staff will call the class 
teacher to ensure that the child receives their medication. Details of date, time and 
dose given is recorded on the Medication Record Chart with name and signature of 
person who administered medication. 

• The medication will be kept at Administration or in the first aid fridge. 
 

Emergency Medication 

Emergency medication like EpiPens and Glucagon injections must be labelled by a health care 
professional or pharmacist. 
 

• In Primary, the medication is kept in the classroom while the medication is kept with 
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the student in Secondary. 
• Because these medications are administered in emergency situations, the Teacher or 

Administration will administer it without the permission of a parent. Administration 
will contact the parent to inform them of the situation afterwards. 

Mobile phone Policy 

While we acknowledge that mobile phones may be required for safety reasons all phones 
must be handed in from 8am. From 8am they are to be handed into Administration.  After 
8.10am they are to be handed to the Staff member on duty at the collection point in the 
Function room.  After the school day has concluded students may collect their phones from 
the collection point in the Function room. 

Mobile phones that have not been handed in will be confiscated and relevant disciplinary 
measures implemented including confiscation of their phone until the end of the term. 
 
Out of Bounds Areas 
 
All students are made fully aware of areas that are out of bounds (car parks, behind buildings, etc.). 
The College property is fenced on most boundaries and because we are set back from the major 
roadway, Trinity College has a safe, isolated access. 

During College hours all students are to remain within the bounds of the College. Students 
may only leave the College grounds during school hours with permission and after they have 
been signed out at Administration by a parent or designated adult. 

Please note the following areas of the campus are out of bounds unless students are given 
express permission to enter the area by a member of staff: 

• All staff rooms or staff common areas 
• Science, art, library and computer storerooms 
• Music rooms 
• College Auditorium unless a teacher is present, or permission has been granted by Principal 
• Sports and physical education equipment storage areas 
• All classrooms unless a teacher is present 
• All gardens throughout the campus 
• A private vehicle during school hours 

 
Outside School Hours Care (OSH Club) 

Outside School Hours Care offers both a before and after school care program. This program is 
available for students from Prep to children aged 12 years old. For further information go to 
www.oshclub.com.au and select ‘Trinity College OSHClub Gladstone (QLD) 
 
Pastoral Care 

Trinity College believes in holistic education and to that end provides a pastoral care program 
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that supports the College community spiritually and emotionally. Christian Living and Personal 
Development lessons are incorporated into the curriculum across the College and the pastoral 
care program complements this with caring and motivational purpose. 

The College Pastoral Care consists of a qualified School Chaplain, Pastoral Care Teachers, and 
Deputy Principals and Principal. All classroom teachers also play important pastoral care roles 
in their classrooms. 

The team has a common desire to see families “do life well”. The team provides pastoral care, 
both in and out of the classroom and are involved in weekly Chapels, so the students are 
continually growing in their knowledge and understanding of God’s love for them. The team 
promotes the family unit and wants to make available every opportunity for College families 
to become equipped and confident in doing life well. 

They arrange various presentations in school time for specific year levels to attend. The staff 
and Chaplain take a key role in the weekly Chapel services, with classes presenting once per 
term at a service. 

Pastoral Care also acts as a bridge to the community. There are many agencies in the 
community that are streamlined in their skills and services. Depending on individual needs, 
the team is able to direct people to the most suitable assistance for them. The team members 
are keen to be proactively developing this service to meet the needs of the College 
community. 

“Encourage one another and build each other up.” (1 Thessalonians 5:11) 

Photographic, Media, Video, Audio & Communication Release 

Trinity College documents student achievements and school events through images, video 
footage and audio in a range of publications such as websites, online media, newspapers, 
advertising (including billboards, educational magazines, local directories etc.) school 
newsletters, social media, television and other promotional materials both within the school 
community and on public display to illustrate and inform the wider community of the 
activities, achievements and values of the College. 

Images of students may  include the name of the student who has won an award and may be 
included in the College newsletter or appear on the College website or social media sites. The 
College owns the images and all rights related to them and  images may be used in any 
manner of media without notification. Upon enrolment to the College parents may select ‘No’ 
to the publicity question.  Your child’s image will not be used in any manner with the 
exception of appearing in our Yearbook and School directory.  Images taken when students 
represent the College in school sport or community events may be used in district, or regional 
school sport publications and newspapers. 

Students might be photographed, filmed or sound recorded in the course of normal teaching, 
group work, peer assessment, for classroom purposes and assessments and those 
photographs, video and sound recording may be submitted to the appropriate district panels 
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according to subject submission and verification requirements. 

Parents cannot select to have their child’s image in some areas of media or formats and not 
others as the number of images and recordings taken and used in schools are excessively 
wide-ranging. Images of students may be used to promote Trinity College even after a student 
has left the school, particularly if a student has been included in a professional photo shoot 
and remains the property of Trinity College. 

Placement of Students in Class 

The philosophy and procedure of the College for the placement of students in classes is not 
formed solely on academic ability. In the process of balancing classes, a number of factors are 
considered: gender balance, friendship groupings, social, emotional, academic, behavioural 
and learning needs and gifts and special talents within a group. An additional factor such as 
how the class and individuals worked together in the previous year, if applicable, is also taken 
into consideration. 

Due to changing enrolment numbers over the Christmas holidays, it is not possible to 
announce class lists until the week prior to school beginning. Parents will be notified of class 
allocations by email before College recommences. 

Privacy Policy 

Protecting your privacy and the confidentiality of your personal information is important to us. 
It is also important that you are aware of a range of matters relating to our ongoing collection, 
use and disclosure of your personal information and to seek your consent for our use and 
disclosure of that information. 

Procedures to follow while on School Grounds 

Before School 
 

• No students are to be at school before 8am, with the following exceptions: 
§ an approved activity 
§ enrolled in OSH Club 
§ or accompanied by a parent or caregiver. 

• A staff member will be on duty from 8am.  Between 8am and 8.20am all students onsite 
are to wait seated with their school bag in the area between the College Library and the 
Auditorium. No play is allowed until the teacher is on duty at 8.20am. 

• When the warning bell is rung at 8.35am the students are to stop play, have a drink, go 
to the toilet and sit/stand quietly in two lines outside classrooms. 

• Students arriving at school after 8.40am need to report to Administration for a late 
card. 

 
During Morning Tea and Lunch Eating times 

• Bring healthy food to school. 
• Place all litter in the rubbish bins provided. 
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• Remain seated and talk quietly at morning tea and lunch until dismissed by the duty 
teachers. 

• There are to be no lunch boxes taken into the toilets. 

Play Time 
• Wear the College hat when outside. 
• Do not play in or around the toilets. 
• Do not bring toys to school. 
• Do not take sports equipment to the eating area or toilets. 

After School 

• Students in Years 1 - 6 are walked from the classroom to the Stop-Drop-Go zone and are 
supervised until 3.20pm.  After this time any remaining students are walked up to the 
Administration office and the office staff will ring parents at that time. 

• Students catching buses will be escorted to the Auditorium and then supervised until the bus 
roll is marked and buses depart. 

• Students do not stay at school after hours unless they are attending a scheduled College 
activity. 

• Secondary students when released from class are able to meet their parents in the Stop-
Drop-Go zone, a pre-designated area or make own way home via walking or riding 
bicycles/scooters. 

• Primary students are NOT permitted to leave school grounds via walking unless in 
attendance with a Secondary sibling.  Primary students when released are able to leave 
school grounds via riding bicycles/scooters if a permission note is handed to their class 
teacher. 

 
General travel tips for Students 
 

• Always travel in groups, whether walking or riding, if you are not with your parents or 
another adult that you trust. 

• Avoid shortcuts through empty parks, fields, laneways or alleys. 
• Be affirmative if someone is in your personal space and you do not like it, or they are 

trying to make you do something you do not want to do or feel uncomfortable with. 
• If a car does pull up to you while you are walking home, your first reaction should be to 

take a step back from the vehicle. Do not approach the vehicle under any 
circumstances. Turn around, walk back in the direction you came from, as it is more 
difficult for the car to turn around and follow you. 

• If you are approached by a stranger, tell someone – your parents, teacher or another 
adult that you trust. If the stranger is in a car, try to remember to make a note of the 
number plate and type of car. 

• If you are being collected by someone other than your parents, have a password that is 
only known to you and your parents and would need to be given, by your parents, to 
the person collecting you as a recognition 
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Prohibited Items 

There are certain items that are not permitted at school. These items are listed below:  

CATEGORY A 
• Electronic devices 
• Skateboards/Ripsticks and toys (except with permission for Show and Tell) 
• Chewing gum 
• Nikko’ or permanent marker pens 
• Correction Fluid/White out/liquid paper 
• Inappropriate clothing on ‘non-uniform’ days 

CATEGORY B 
(if brought to school appropriate action will be taken and the police may be contacted) 

• Weapons 
• Cigarettes 
• Blades/Knives of any kind 
• Drugs 
• Cigarette lighters 
• Alcoholic beverages 
• Matches 

 
Reports and Parent/Teacher Interviews 

Reporting is a complex issue and takes many forms. Quick chats, arranged interviews, phone 
calls, return of test and assessment task results and notes home are all forms of reporting. 
Each is very valuable on its own and together they all help inform parents/guardians of their 
child’s learning in a more complete manner than any one report form could ever do. 

Parent Information Sessions are conducted early in Term One each year. These meetings 
focus on general information of interest to parents of children in each particular year level. It 
is important that parents attend these meetings. A formal report will go home at the end of 
Semester One and Semester Two. Follow-up interviews are held with the class teacher as 
requested by either the teacher or the parent/guardian. Interviews are also available during 
the term on request. 
 
School Publications 

College Yearbook 

The Trinity College Yearbook is compiled to help create a record of a year in the life of the 
College. One copy is provided to each family in Term 4 each year. Additional copies can be 
purchased from Administration subject to availability. 
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Newsletters 

The Trinity College newsletter is our main means of information for families. It contains crucial 
information about College events and dates as well as community activities and events. The 
College also has an active Facebook page and we encourage all families to like this and follow 
updates and news as it comes to hand. 

Parents are encouraged to check the website regularly for newsletter updates, along with keeping 
up to date on our Facebook page. 
 
Parent Lounge 
 
Parent Lounge access is provided to each family via the URL 
https://tass.trinitygladstone.qld.edu.au/parentlounge/index.cfm#22 
The Username and password are emailed to each family when enrolment commences. Parent 
address updates, academic reports, and calendar events can be found on this website. 
 
Security on Campus 

The safety of our students and campus is paramount. All parent helpers and visitors are to sign 
in at Administration when visiting the campus during school hours. Parents and visitors must 
wear and visibly display a visitor’s lanyard. 

As it is important to know who is on campus and where, parents are requested to not visit 
classrooms once lessons have commenced. 

Late items can be dropped at Administration where the staff member will ensure items go to 
the relevant classrooms as soon as practicable. 
 
Sick Bay 
 

• If your child is sick and needs collecting from sick bay, Administration will contact you for 
collection. If you cannot be reached your emergency contact will be contacted.  

• If you have a child in sick bay and want to take siblings home, please ask Administration and 
they will arrange for the siblings to make their way to the office for collection. 

• All students will need to be signed out at Administration. 

Sport Program 

It is the goal of Trinity College to provide a range of opportunities for the students to be 
involved in both recreational and competition sport. This is achieved by offering a wide range 
of sport activities in order to fulfil the diverse needs of the students. As Sport is compulsory 
for all year levels, full student attendance is required. 

Along with the set Health & Physical Education program, the College also holds annual 
swimming, athletics and cross-country carnivals for both primary and secondary school. 
Students have the opportunity from these carnivals to be selected for representative teams in 
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District, Regional and State competitions. 

All students are divided into houses for sports carnivals held throughout the year. The houses 
are:  Joshua House – yellow, David House – blue and Daniel House – green. 
 
Student Leadership Program 

Students throughout the College are encouraged to develop as leaders. Students are provided 
with specific leadership opportunities. Through this program, the students learn to serve 
others and develop lasting habits of service towards others. 
 
Study 
 

It is important to cultivate good study habits as it is the main work a student does at the 
College. With honest effort, a student can learn habits and develop skills which will: 

• make study more effective 
• make study more pleasant 
• reduce the amount of time spent on study. Often more can be attained  in one hour of 

honest, strenuous study than three hours of low effort. A student needs a place for regular 
study and homework. The study environment should take into account the learning and 
thinking styles  of the individual in relation to: 

o background noise 
o intensity of light 
o level of structure (desk size, chair, floor space, bookshelves) 
o ventilation (access to windows, air-conditioning, fan) 

We are all individuals who have different requirements when it comes to an ideal place of 
study. The study environment is a site that needs to be negotiated between the student and 
their parents/guardians, given the student’s needs and resources available to the family. 

There are a number of factors that are essential to form good study habits. 
Time 

• Routine is essential. 
• It is extremely important to have a regular work time and keep to it. 
• Late afternoons and early evenings are particularly useful  times. 

Variety 
• Too much time should not be spent on any one subject or any one type of activity. 

Concentration 
• Students’ minds should be on what they are doing in order to avoid  day-dreaming. 
• Students should continually assess themselves while studying and question what has 

just been read before going on to the next page. 
Activity 

• Students have to be active to learn effectively. 
• Questioning themselves and practising the writing of key ideas and facts from memory 
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are useful strategies. 
Understanding 

• Information is only of use insofar as it assists understanding. “Parrot fashion” learning is 
of no use unless what is learnt can be applied to other problems. 

• If, after carefully reading and thinking about a section of work, students do not 
understand it, they must ask their teacher for assistance. 

Revision 

• It is important to revise a new piece of work within twenty-four hours. 
• When revising previous work, the student should check at the beginning of a session that 

they know what has been revised in the previous session. 
• If necessary, re-learn work before going on. 
• Well prepared summaries are of great assistance when revising. 
• Teachers will help students to develop subject specific and other skills necessary to master 

their subjects. 
• Students should be prepared to ask the teacher for assistance, if they are experiencing 

difficulties understanding concepts or processes. 

SunSmart Policy 

The School subscribes to a SunSmart policy where we endeavour to protect students from the 
harmful effects of overexposure to the sun’s rays. We require hats to be worn at all times 
while outside of classrooms. 

Uniform Expectations 

All students are expected to wear the designated full and correct uniform during the College 
day and when travelling to and from school. The formal College uniform is worn at all official 
functions, unless otherwise specified. 

The College has a ‘hands off’ policy. All affectionate contact between students is prohibited in 
uniform. 
Jewellery, earrings and body piercing, tattooing and body art are not a part of the College 
culture or uniform regulations. Students are not permitted to wear any rings, bracelets, 
necklaces, anklets or wristbands including all religious symbols, icons or emblems. 
 
Students are permitted to wear medic alert bracelets. 
 
All students may wear a watch. The watch worn cannot be connected to a mobile phone or 
the internet. 

Female students are allowed a single pair of silver or gold, (which may include College 
coloured stones, black, red, white) studs or sleepers. If a girl has two holes, the earrings may 
only be worn in the lowest hole in the lower ear lobe. No other location is acceptable. The 
studs must be unobtrusive and no greater than 3mm across. 

Students are not permitted body piercing including nose, tongue and eyebrow piercings. Clear 
plastic rings, bolts or similar items designed to keep the pierced hole open are also 
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unacceptable. 

Piercings concealed by a band aid are not acceptable. 

Students who violate this rule will be asked to remove the piece of jewellery; and items 
removed will be confiscated until end of Term in which they were confiscated. Failure to comply 
with the instruction will result in exclusion until the situation can be rectified. 

Boys are not permitted earrings of any description. 
 
Makeup Policy 

Makeup is not permitted, with the exception of natural looking concealer/tinted moisturizer, 
light mascara or eyelash tinting. In line with the concept of having a uniform, acrylic and gel 
nails are not permitted. Parents and students are reminded that only clear fingernail polish 
may be worn. As a guide to reasonable and safe nail length for general school activities and 
sport, fingernails should not be visible above the tip of the finger when looking at an 
outstretched hand from the palm side. 

Hair and Grooming 

All students are expected to keep hair neat clean and well-groomed at all times. Hairstyles for 
boys and girls must be moderate – punk styles, undercuts, spikes, hair extensions and wedges 
or other unusual lines or shapes cut into the hair are unacceptable. Fringes and side fringes 
must clear the eyebrow at all times (Not just when held back with product). Students in Prep 
to Year 6 are not permitted to colour their hair. 

Boys hair must be of reasonable length and style and no shorter than a No.2 blade for all over 
cuts.  Boys hair that touches the collar must be worn tied back and off the face and ears. Hair 
products may only be used in moderation and not used to create excessive styles.  Boys are 
not permitted to colour their hair.  Sideburns past the earlobe are unacceptable. 

Girls’ hair that touches the collar must be worn tied back and off the face and ears. Fringes 
and sides must be brushed or pinned back so that it does not obscure their face. The hair 
should be tied with a red, white or black hair elastic or ribbon. Plain hair clips in the College 
colours may be worn. Headbands are to be in a single school colour – any flowers, sequins, lace 
or frilly designs are unacceptable. 
 
Girls (Years 7-12) may colour their hair but only if the chosen colour is a natural hair colour 
that does not result in two or more colours being achieved and is in keeping with the nature of 
the College uniform. 

If a hair style or colour is deemed to be unacceptable, appropriate action will be taken by the 
Principal or Deputies. 

NB – other rules may be determined from time to time regarding hats, jewellery, makeup and 
hair, at the discretion of the Principal. 
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Hats 

A Trinity College regulation college hat must be worn during any playing or sport session. The 
principle of "no hat, no play" applies all year round.  Students are to wear a hat at all times while 
outside of classrooms.  Trinity College sun visors are only to be worn by secondary students and 
have limitations of when they are to be worn. 

Secondary (7-12) hats: 

 

 
a. black ‘bucket’ style hat. This is the new formal hat, but can also be worn as a sports hat with 

the sports uniform. 
b. A sports cap - optional - to be worn only when on the basketball court, oval or in a teacher 

supervised sports activity (such as HPU, representing Trinity at a competition or the Athletics 
Carnival). Please note that students who have a Trinity branded graduation cap can wear 
that instead of this optional sports cap. 

c. A visor - optional - to be worn only when on the basketball court, oval or in a teacher 
supervised sports activity. 

d. The previous red wide brim formal hat can continue to be worn as an item of uniform while 
the hat continues to be in good condition.   
 

Primary (K-6) hat:  primary will continue to have the red ‘bucket’ hat as their hat option. 

Bags 

Only regulation school bags are to be brought to school. 

Shoes 

Regulation all black leather/vinyl lace up shoes must be worn. A Hybrid sports and “leather” 
look sports shoe is acceptable. Ballet style slip-on shoes or heels higher than 2.5cm, for girls 
are not permitted for safety reasons. Sport shoes for HPE lesson days, Wednesdays for primary 
students, Years 4-6 (WAA), Fridays for all secondary students (FAA), sports carnivals and 
sports training may be worn. 

Fashion sports shoes that do not provide ankle and arch support i.e. skate shoes, Volleys, 
canvas slip-ons or Converse shoes are not permitted. Cleat shoes are not to be worn away from 
the fields. Grass is to be cleaned from shoes before entering the toilet/change block and 
classrooms. Shoes must be kept clean and in good condition. 
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Sports Uniform 

Trinity College sports shirt, shorts and socks. All items are available from the Everything 
Uniform. In cooler weather students may wear the College tracksuit. 

Non-Uniform Days 

Notice of approved Non-Uniform Days will be provided to parents via Class dojo or emails 
including details of acceptable apparel for the day. 
 
Missing Items of Uniform 
 
If an item of uniform is missing or under repair, an item of clothing as similar as possible to the 
missing article may be worn while the item is being replaced. In these instances, the student 
must present with a note describing the problem to the teacher and the item needs to be 
replaced as soon as possible. 
 
Technology 

Acceptable Use Policy 

Trinity College has provided computer, network and other resources for staff and students to 
promote excellence in education. Computer equipment is expensive, sensitive and must be 
treated carefully. Students need to follow acceptable behaviour when using any of the College 
equipment. Computers are not provided for the entertainment of students. 

Students are to sign and agree to: 
• I will use my MacBook in ways that are appropriate, meet school expectations and are 
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educational. 
• I will use appropriate language when using emails, social media, comments and forums, 

blogs, or any other form of communication. I will not create, or encourage others, to create 
rude or abusive content. I will not use digital communication to spread rumours, gossip, or 
engage in any activity that is harmful to others. 

• I understand that my MacBook is subject to inspection by administration and teaching staff 
at any time without notice. 

• I will follow the policies outlined in the MacBook Acceptable Use Policy and the School 
Handbook while at school and at home during all times. 

• I will take good care of the MacBook assigned to me. 
• I will never leave the MacBook unattended and I will know where it is at all times. 
• I will protect the MacBook by only carrying it in the case provided, and satchel. 
• I will never loan out the MacBook assigned to me or give my password to other individuals. 
• I will not let anyone else use the MacBook other than my parents or guardians. 
• I will charge the MacBook's battery daily and arrive at school with my device fully charged. 
• I will keep food and beverages away from the MacBook since they may cause damage to the 

device. 
• I will clean the screen with a soft, anti-static cloth ONLY; no cleaners. I will not disassemble 

any part of my MacBook or attempt any repairs. 
• I will not remove or deface the serial number or other identification on any MacBook. 
• I will file a police report in case of theft, vandalism, and other acts covered by insurance and 

inform my form teacher and the School Office. 
• I will be responsible for all damage or loss caused by neglect or abuse. 
• I agree to the stipulations set forth in the above documents. 
• I have read and understand what constitutes acceptable use at school, and what actions and 

behaviours are unacceptable and not tolerated. 
• I understand that unacceptable use will result in consequences and loss of MacBook and 

other technology privileges. 
• I agree to maintain the college expectations and be a responsible and safe user. 

 
If students deliberately break these rules, they will be disciplined and could be restricted from 
using the College’s computer equipment. Students observing any damage to computer 
equipment or any breach of these rules are requested to report the incidents to teachers or 
other staff members. The Student Agreement needs to be read and signed by students and 
parents before access is granted to the school network. The Policy will be discussed and 
explained in classes with students. It is important to promote safe and God honouring use of 
technology. 

Successful Searching 

Searching the internet for research information can result in time wasting unless students 
have a search strategy. 

Here are some hints for successful searching: 
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• use different sources both print and electronic, checking facts by comparing articles; 
• be prepared to drill down i.e. don’t accept the first source that is found; and 
• paste relevant notes into a word document along with the web address information for 

the reference list. 
 
Using Preferred Names on Report Cards 

Requests for the changing of a student’s official name to a preferred name on a report card 
cannot be accommodated. When passing on data to educational organisations, for example, 
for NAPLAN and PISA or TIMSS Testing and school census, it is essential that the information 
provided is accurate and according to the student’s birth certificate. Additionally, should a 
student move to another school, report cards, NAPLAN results and other requested 
information will need to match the information on their enrolment forms. In order to ensure 
accuracy, student names are automatically inserted from our business system and not 
manually entered into documentation. 

In the case of presentation evenings and other events involving the awarding of certificates or 
announcing of names, written requests from parents for preferred names to be used will be 
accommodated where possible. 

Valuable items 

Students are requested not to bring valuable items or large amounts of money to school. If for 
some reason they find that they need to, these items should be handed in at Administration 
and collected at the end of the school day. Students should not leave any money, wallets, 
purses or valuables in their school bags. 
 
The College cannot take responsibility for loss or damage of valuable items not handed in for 
safe keeping. 
 
Visitors to the College 

All visitors to the College need to report to Administration. As part of the College’s duty of care 
and Workplace Health and Safety obligations, all visitors to the College need to sign in at 
Administration and collect a visitor’s lanyard. This lanyard  needs to be worn so it is visible at 
all times. On leaving, all visitors should sign out and return their lanyard. All visitors onsite 
without a lanyard will be directed to Administration to sign-in and receive one. 

Past students are to remain in Administration until they are given permission to go onto the 
campus. 

Volunteers Program 

Trinity College welcomes the involvement of parents. Parents are encouraged to participate in 
various curriculum activities such as Maths and Reading groups, Art assistance, or assisting 
with excursions and Sports Carnivals; as needed.  If you are interested in volunteering please 
email:  jennib@trinitygladstone.qld.edu.au to receive an expression of Interest form. 
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Website 

The website can be accessed at www.trinitygladstone.qld.edu.au. 




