llege
o
C
r
io
n
e
S
a
e
Man

6
1
0
2
MENT
ENROL

k
o
o
b
Hand

s
t
l
u
d
a
g
n
u
o
y
s
MSC empower
ers
e
r
a
c
r
i
e
h
t
n
i
to advance
a
g
n
i
t
a
e
r
c
y
b
s
and live
n
o
t
l
i
u
b
t
n
e
m
n
learning enviro
t
c
e
p
s
e
r
,
t
s
u
r
t
s,
high standard
and suppor t.

2016 Enrolment Handbook
Page

Contents

3

College Vision and Ethos

3

Choice, Respect, Responsibility and Success

4

Principal’s Welcome

5

Student Pathways

6

Code of Conduct

7

Dress Code

9

Student Internet and Computer Use

10

Assessment Policy

12

Mentor Program

12

College Hours

12

College Charges

13

Transport

13

Visitors to the College

13

Information privacy and security

13

Use of SWIT, ECU and Other Local Facilities

14

Stay in touch with Manea Senior College

3

College Ethos and Vision
Vision
Manea Senior College provides the foundation for students to find their place in the global community,
developing values and social capabilities to become active and responsible members of society.
Manea Senior College is the senior College of choice, producing graduates who are innovative, independent
learners, highly regarded by community, industry, employers, our precinct partners, health and medical
organisations and other educational institutions.
Mission Statement
Manea Senior College transitions young adults in their final years of secondary schooling into successful,
innovative, respectful, courageous and dedicated young adults. The College empowers young adults to
advance in their careers and lives by creating a learning environment built on high standards, trust, respect,
support, flexibility accountability.
The College fosters and promotes amongst its students a sense of being valued and belonging to the College
community. Manea Senior College is committed to working collaboratively with its community to create an
inclusive, innovative and flexible environment that motivates and engages students to maximise their
outcomes. Manea Senior College utilises its unique co-location with South West Institute of technology and
Edith Cowan University to maximise its adult ethos and the opportunities for collaboration and partnerships to
achieve the shared outcomes that the education precinct is aiming to achieve.
Choice, Respect, Responsibility and Success
The culture at Manea Senior College is based on that of a professional workplace, where positive and
productive behaviours are acknowledged, valued and celebrated. The Manea Community is embodied by the
four key elements of Choice, Respect, Responsibility and Success.
Manea students are coached, supported and encouraged to make adult, pro-active choices, take ownership of
their decision making and how it affects their future. At Manea, it is expected that students conduct
themselves with maturity and self-discipline and that the choices made by students reflect these qualities.
Respect for self, others and the environment is a valued attribute of students, allowing the Manea Community
to operate in a highly focussed, cooperative manner. Producing global citizens that value the opinions and
experiences of others, as well as caring for their environment is the core business of Manea Senior College.
The Manea Community values personal conduct characterised by high levels of responsibility. Students are
expected to be organised, self-motivated learners and conduct themselves according to this philosophy.
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Welcome to
Manea Senior College

The College has already had students achieve an
Australian Tertiary Admission Ranking (ATAR) of
99+ and has had students complete Year 12 with
Certificate IV qualifications. Students at Manea
have also graduated with an ATAR score plus a
Certificate III or higher qualification.

For independent minded, motivated, bold
and
respectful Year 11 and 12 students who enjoy
being treated as young adults, Manea Senior
College has become the most popular choice for
senior schooling in the South West and now has
the largest number of Year 11 and 12 students in
the entire region.

Students at Manea Senior College experience
challenging, invigorating and inspiring learning
opportunities and teaching practices from carefully
selected, subject specialist, expert teachers. Staff
at Manea Senior College are selected on merit
and bring professionalism and expertise to the
College. They share the same moral purpose of
committing to make a significant difference to the
lives of our students through treating them as
young adults and providing them with an
outstanding set
of
learning and
social
opportunities.

Located in Bunbury, Manea Senior College (MSC)
opened its spectacular facilities in February, 2009.
As the only senior college in the South West
Region, we specialise in educating Year 11 and
Year 12 students and our entire focus, all
resourcing and the way we operate, is dedicated
totally to Year 11 and 12 students. Our students
travel from areas throughout the South West,
including some who travel for 3 hours per day to
attend. Manea attracts students from over 30
schools, including significant numbers from
catholic
education
and
independent
schools.

The learning environment at Manea Senior
College is based on the College’s core values of
Choice, Respect, Responsibility and Success.
This is reinforced through our strong relationships,
high expectations, support, expectations of
individual accountability and self discipline. Our
teachers continually reflect on two key questions:

In addition to a huge range of courses on offer,
Manea has become the first secondary school in
Australia to offer a Health and Medical Specialist
Program. This program gives our students
interested in exploring careers in the health and
medical fields a head start in their skills and
knowledge.

1) What is it about my relationships with students
that makes them want to see me each day?
2) What is it about my classes that makes
students want to attend each day?

Located between Edith Cowan University and
South W est Institute of Technology, our students
have the opportunity to combine their school
programs with nationally recognised training
qualifications
or
university
studies.
At Manea we have developed a unique timetable
model that allows students to design their own
combination of courses and qualifications. W e are
highly flexible and focus on the individual needs of
our students. Manea's facilities perfectly match
our young adult environment. Our students
believe that the design and 'feel' at Manea is more
like a university campus or a professional work
place than a school. Our subject specialist
teachers and disruption free environment adds to
the university tone.

Our Students
All students at Manea Senior College are
regarded as and interact with staff as young
adults. Manea Senior College students have our
trust and commitment and that of our staff. In
return, I expect MSC students to recognise that
they are required to:
• Be active learners, with high levels of motivation,
self discipline and acceptance of responsibility;
• Demonstrate respect for self, all staff, the
College and the broader community.
Manea Senior College offers parents and students
a proven choice in specialist senior school
education. The Manea philosophy, staff, teaching
and learning programs, facilities and pathways
create an outstanding environment that has
produced excellent results for our students.

In its short history, Manea has become:
• The first secondary school in W estern
Australia to establish a Health and
Medical Specialist Program;
• The only school in the region that pays up
to $1000 per student to cover the cost of
training qualifications;
• The first regional secondary school to
become an independent public school;
• The first regional school to win the Best
Public Building Architects award;

Our students and ex students continually tell us
how pleased they are to have made the choice to
move to Manea and what a significant difference
the College has made to their lives. I invite you to
come and see first hand why so many young
adults have chosen Manea Senior College.
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work placements on weekends, during holidays
and after school hours.

STUDENT PATHWAYS

At Manea Senior College students have access to
the following training pathway options:

Manea SC is a young adult work environment with
professional workplace standards. Our aim is for
students to choose to enrol in a course that best
suits their interests, abilities and future pathways.
Students past academic performances will be used
in determining appropriate course selections which
requires the following information to be provided
prior to the finalisation of courses:
 Year 9 NAPLAN test results (Numeracy
and literacy test results) and/or OLNA
Testing results (where relevant)
 Most recent school report (If enrolling in
Year 11 this is the most recent Year 10
Report)

Manea Training Pathways (MSC) – this
arrangement involves Manea students accessing
training pathways that have been negotiated
independently by Manea Senior College with
external training organisations (1-2 days per week).
Students may also enrol in a recognised training
qualification not established by Manea and discuss
with us the possibility of how this would fit into our
timetable.
Pre-Apprenticeship in Schools Program (PAIS) – 2
days per week: and VET in Schools (VETiS) – 1
day per week: these programs are accessible via
SWIT to all students in schools across the Greater
Bunbury area including Manea students.

Although Manea Senior College will make every
effort to accommodate each student’s course
choices, insufficient students selecting a course
may result in students having to re-select, or using
alternative delivery methods. (eg. Online learning).

Points to note:
 Pathways are competitive and places
limited. There are set entry requirements
for courses and as such students will need
to meet the required standards.
 In some instances students may miss a
class or two as a result of the days of their
training program and are required to be
responsible for catching up on lessons
missed.
 Workplace Learning is linked to all
Vocational Pathways and may occur during
school holidays.
 Students who do not complete their
chosen vocational course will not be
eligible to
achieve their WACE
(graduation).

Note: In accordance with the 2015/2016 W ACE
achievement standards for graduation, students
MUST achieve an ATAR (university entrance
score) and/or complete a Certificate II or above by
the end of Year 12. Manea SC offers a university
pathway and specific vocational training pathways
for students. Students must choose one or a
combination of both pathways.

University Entry Pathway (ATAR)
Students undertaking a university entry pathway
study 6 courses in Year 11 of which at least 4 must
be W ACE examinable courses in Year 12 (5 is the
recommended number of WACE examinable
courses). External examinations are held for ATAR
courses. Students in this pathway are expected to
undertake a minimum of 2-3 hours of home based
study per ATAR course per week.

Mature Age Students
Manea Senior College also provide opportunities
for mature age students to participate in classes
with school aged Year 11 and 12 students where
space exists. Relevant background and police
checks are required.

To remain in their selected pathway students must
attain a minimum score of 55 across at least 4
ATAR courses at the end of Year 11. If this is not
achieved a student may choose one of the
following:
 Repeat Year 11
 Change to a more appropriate course/s or
Vocational Pathway (where available)

Accountability
As part of the workplace approach at Manea we
seek to teach our students about being responsible
and accountable for their actions in all facets of
College life. Part of this process involves students
obtaining sign off from staff each semester,
indicating that they have sufficiently completed the
academic and attendance requirements for each
course (ie: they have completed their job).
Successful completion allows students to progress
in their courses and at the end of the year is used
to determine the final completion date. Where
students do not complete the sign off process
successfully, they may be required to remain at the
College until all requirements are met and may also
be ineligible for Manea SC extracurricular activities.

Vocational Training Pathway (VET)
Students choosing a vocational training pathway
will generally spend 2 days studying at their training
organisation and the other 3 days at Manea SC
studying four courses. Students in this pathway are
expected to undertake 1-2 hours of home based
study per W ACE course per week. This pathway
also involves students participating in work
placement as part of their training and some
circumstances may require students to complete
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CODE OF CONDUCT

While the College has a young adult ethos and
approach to education, there are Department of
Education policies that all schools are required to
follow and implement.

The following information relating to the Code of
Conduct is provided for the Manea Senior College
Community.
All staff and students at Manea Senior College are
part of the Manea Team.
The Manea Senior College environment is based
upon the key principles of Choice, Respect
Responsibility and Success. These principles
inform all of our interactions and the choices we
make.
Manea Senior College is a workplace and therefore
the Code of Conduct reflects the expectations,
rights,
responsibilities,
consequences
and
requirements to be self directed members of the
team.

A pp o i nt m e nt s / L e av i n g C o l l e ge G r o un ds
If a student needs to be absent from classes during
the day for reasons such as medical appointments,
an explanation is required and permission sought
by the student from the College Administration.
Students who are out of College grounds without
authorisation will be considered to be in breach of
the College Code of Conduct and can expect
appropriate consequences.
A t t endanc e
It is a legal requirement that any absence needs to
be explained and for those students under the age
of 18 this needs to be provided by a
parent/guardian. The explanation should include
the full name of the student, the exact date(s) of
absence, a valid reason for the absence and the
parent or caregiver’s authority. A valid reason for
absence means illness or other unavoidable
circumstance. Any written explanations should be
handed in on the day of return to College or at the
latest, within three days of return.
A phone call/email/text to the College or
communication via the College Skoolbag App from
the parent/caregiver is acceptable as an
explanation of absence. Details to verify the person
communicating will be requested.
Students are expected to meet a 93% attendance
rate at Manea Senior College.

Student Induction
In line with standard workplace practice, the
College implements a comprehensive induction
process for all newly enrolled students. The
induction allows for students to familiarise
themselves with key expectations and the finer
operational details of their College experience. [It is
compulsory for all students to complete an
induction, upon commencement of their enrolment.]

Rights and Responsibilities
We all have the right to:
• Be trusted
• Be treated with care and respect
• Learn and work in a professional, safe and clean
environment
• Be engaged, challenged and supported in
pursuing our chosen pathways

SMS Notification
Manea Senior College implements a system that
uses mobile phone Short Message Service (sms)
to send text messages to parents/care givers to
notify them of unexplained absences.

We all have the responsibility to demonstrate:
• Care and Respect for self
• Care and Respect for others
• Care and Respect for the College
• Care and Respect for the community
Students who choose to join Manea Senior College
have been selected on the basis of their future
pathways and willingness to commit to all
expectations of the College workplace.
In developing the Manea Senior College Code of
Conduct, we have worked collaboratively and
aligned our approaches with those from the South
West Institute of Technology and Edith Cowan
University. All policies and approaches are
underpinned by the Department of Education
policies.

A t t endanc e a t E C U
Should students have classes at ECU and not be
able to attend, Manea Senior College is to be
advised and an explanation provided as per normal
College attendance procedures.
A t t endanc e a t S WI T o r o t her T r ai n i ng P r o v i de r s
The South West Institute of Technology and other
training providers aim to prepare students for the
workplace. Accordingly, if they are unable to attend
classes, students are expected to notify their
lecturer. This is not only considered good manners,
but also promotes good relations and protects your
interests. Attendance is recorded in every class
and details forwarded to Manea Senior College. If
students are aged under 18 years and are absent
from a scheduled class, parents/guardians will be
notified within 3 working days of the absence.

CODE OF CONDUCT - GENERAL INFORMATION
Our students have the privilege of studying in a
young adult learning environment. This means that
students have the trust of the staff, more freedom,
and in return, high expectations and responsibility
for their own actions.

L at enes s
Students are expected to arrive on time for all
appointments and classes. Students arriving late
on College days are required to provide an
explanation and sign in at the front office. They will
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then be issued a late note to be admitted to class.
Students arriving late without an appropriate
explanation and valid reason will have the absence
recorded as unexplained on their attendance
record.

Excursions and Graduation Activities. Students will
not be invited where there is evidence of
attendance, dress code or conduct issues. All
appeals must be made through Student Services or
the Associate Principal.

B ul l y i n g, Ha r a s s me nt , V i o l enc e and A s s aul t
Manea Senior College works collaboratively to
maintain a workplace free of conflict. All work
places, including Manea Senior College, require
that the working environment for students and staff
should be safe and free from bullying, harassment
and violence. W e have had outstanding success in
achieving this.

O t h e r I n f o rm a t i o n
Students are welcome to bring mobile phones to
the College. The use of mobile phones is
governed by Department policy, which
essentially states that “Mobile phones are not
to be turned on during class times”. Any use of
mobile phones that breaches the Code of Conduct
will be treated seriously. Please note that the
College cannot accept responsibility for the loss or
theft of mobile phones.

All forms of bullying and harassment, verbal,
physical, racial or sexual and the inappropriate use
of technology is unacceptable and consequences
will be imposed. This may include suspension and
police involvement. Refer to the College Bullying,
Harassment and Violence Policy for further
information.

The use of iPods and other electronic devices
should be negotiated with individual staff.
Manea Senior College strongly recommends that
valuable personal items are not brought to the
College, as the College cannot accept responsibility
for lost or stolen items.

D ange r o us o r I l l egal I mpl ement s
Students may not bring dangerous, potentially
hazardous or illegal implements to the College.
Staff are authorised to ask any student with these
implements to hand such items over to them and
are required to immediately refer the student to the
College Administration or delegate. Police contact
will be made in situations involving prohibited or
controlled weapons.

S t ude nt s ‘ O n N o t i ce ’
Students who regularly breach the College Code of
Conduct will be placed ‘On Notice’ and their
parents/care givers notified. Such situations will
result in individual plans being established and very
close monitoring of students by staff, with a view to
improving overall performance at the College.

Eligibility to Attend College Functions (College
Ball, Country Week etc)

S mo k i ng, A l c o ho l , D r ug s
The College has obligations to implement safe
systems of work to prevent persons from being
exposed to hazards.

Participation in all College Functions is
invitation-based, using information from a range
of sources which includes: Attendance (must be
maintained at 93%); Achievement (all course
work complete and deadlines adhered to);
General Conduct (uniform, compliance with
College expectations).

Similar to any workplace students are not permitted
to be under the influence of alcohol or other
substances while on the College grounds or
attending any College activity.
Students are not permitted to bring cigarettes,
alcohol or drugs or any associated implements onto
College premises or to any College activity. Such
action will result in consequences being imposed.
This may include suspension and police
involvement. Refer to the College Substance
Misuse Policy for further information.

DRESS CODE
TOTALLY WORKWEAR are the sole
suppliers of the College Uniform. Their
contact details are below:

Please note that our students are governed by
Department policy in relation to smoking. This
includes students at ECU, SWIT or on work
placement.

103 Forrest Avenue, Bunbury W A 6230
Phone 9721 1061

T he f t and V anda l i s m
Theft and vandalism of College or private property
is unacceptable. Offending students will be
required to pay restitution and may face further
consequences.

P UR P O SE
A dress code allows all students to be equal; there
is no demand on any student to keep up with the
fashions or to show membership of a particular
group.

E x t ra - C u r ri c u l a r Ac t i vit ie s
Students are expected to maintain a 93%
attendance rate, plus uphold the College Code of
Conduct at all times, in order to be invited to events
such as the College Ball, Country W eek,

We aim to prepare our students for the next step in
their lives, that of work and further education. In
doing so, our dress code has been developed to
reflect and promote a corporate image, one
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M ake - up a nd J e we l l e r y

designed around workplace requirements. The
smart, corporate image also seeks to enhance the
College reputation and standing in the community.

Make-up and jewellery must be appropriate to a
workplace environment.

As members of this community, it is necessary to
have a sense of belonging and identity. The way in
which we support our dress code tells others in the
wider community how we feel about ourselves and
the College we belong to. It also allows staff to
ensure security of students in their care through an
effective means of identification both within and
external to the College.

CA M P S/ E X CUR SI O NS
Students attending camps and/or excursions are
expected to wear College dress, where
appropriate.

OC C U P AT I O NAL H E AL T H AND S A FE T Y
At all times in all areas of the College and its
boundaries, Occupational Health and Safety rules
apply. Some areas have specific requirements,
including Physical Education, Science and all SWIT
and vocational training courses.

P RO C E SS
The Dress Code has been developed by the
College Administration through consultation with
students and parents and has been ratified by the
College Board. The College Board approves the
dress code and any changes in the future. Parents
will be notified in writing of any changes.

Requirements in these areas include:
Hair: must be tied back or covered appropriately for
the area as indicated by staff.
Hats: recommended for all outdoor activities.
Jewellery: no rings, bracelets, necklaces or
dangling earrings that can become caught in
machinery. Body jewellery must be removed during
PE classes.
Shoes: must be completely enclosed.
Protective Equipment, Safety Glasses and masks:
SWIT students will be required to supply their own.
For students undertaking Manea SC courses these
will be supplied by the College.
Students not adhering to these requirements will be
prevented from attending classes in these areas.

Lastly, a senior college is like any workplace
environment. A workplace is likely to have high
standards of its personnel in regards to dress and
expectations. The same applies here at Manea
Senior College, we expect once a student has
agreed to meet the College requirements when
enrolled, that they have the maturity and
responsibility to meet these obligations. Our dress
code adheres to the Department of Education
policy and legislation pertaining to student dress
and is found on their website for further reference.

T H E C OL L E G E D R E S S C OD E

SW IT / T r ai ni ng P r o v i de r CL A SSE S

ALL tops and bottoms are provided by
TOTALLY WORKWEAR in Bunbury. They are
our sole supplier.
The dress code requires students to comply with
the following:

Students are required to dress according to specific
training provider requirements. Where specific
requirements are not indicated, students are to
wear normal College dress.

C HA NG E S T O T HE D RE S S C OD E

Colours: W hite College shirt, black bottoms and
black footwear
College Logo: Bottle green, gold, ice blue & red
Tops: White, collared button up shirt with logo,
College jacket, jumper, cardigan.
Bottoms: Black dress pants, dress standard shorts
or skirt (knee length).
Footwear: Enclosed BLACK footwear MUST be
worn.
Physical Education: (Note: students must change
for Physical Education) black shorts, College PE
shirt with logo, joggers.
NB: The College logo is the only dominant
marking allowed.

Any suggestions to change the Dress Code must
be submitted in writing to the College Board.

N ON C OM P L IA N C E W IT H T H E D R E S S C OD E
If a student does not comply with the Dress Code
and has not been granted exemption, then the
Principal can:
• Prevent the student from attending any activity
in respect of which the student would have
been representing the College; or
• Prevent the student from attending or
participating in any College activity which, in
the opinion of the Principal, is not part of the
essential educational program of the College.

Denim/Jeans: The Department of Education
stipulates through legislation that:
“Denim items must be excluded from all school
dress codes and uniforms except where a school
has been granted a general exemption...”

In exceptional circumstances where a student has
been unable to adhere to the dress code, they must
report to Student Services and a suitable change of
clothing may be provided.
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STUDENT INTERNET AND
COMPUTER USE

Manea Senior College staff in regard to the usage
of ICT equipment.

At Manea Senior College, computing resources are
used to educate, inform, assist and communicate.




The following is a sample of
computer and internet activities:

All workplaces are governed by Telecommunication
Laws relating to internet and computer usage. The
Manea Senior College Student Internet and
Computer Use Policy, establishes technology use
guidelines and secures a commitment for best use
practices.





The College has invested a considerable financial
commitment into student access to computers and
technology to give Manea students a significant
advantage in their studies. Students use computing
resources to participate in learning activities and to
obtain material to meet their educational
information needs.







The use of computing resources is a privilege, not
a right, and inappropriate use may result in a
cancellation of these privileges. It is important that
users are aware of their responsibilities to other
users and providers of services. Accordingly, they
must use the resources in a responsible manner,
and must respect the integrity of computer
systems, networks, and data to which they have
access, and the rules and regulations governing
their use as detailed below.




unacceptable

Allowing others to use your network account.
Revealing your password to anyone for any
reason.
Accessing pornographic or unacceptable
material.
Downloading files, games, video clips, or
programs not considered part of the
educational program of the College.
Using personal storage facilities (cd’s, memory
sticks, removable HDD’s etc) inappropriately.
Divulging personal information (name, address,
phone number etc) across the internet.
Using obscene, threatening or disrespectful
language.
Violating copyright laws.
Engaging in any illegal activity.
Employing the College resources for any
commercial purpose.
Interfering with the setup of the computers.
Harassing, insulting, or attacking others.

Parents should be aware that some material
accessible via the Internet may contain items that
are illegal, defamatory, inaccurate or potentially
offensive to some people. Whilst our intent is to
make Internet access available to further
educational goals and objectives, students may find
ways to access other materials as well. It is the
College belief that the benefits to students from
access to the Internet as a form of information
resource exceed any disadvantage.

The Internet is an excellent resource for research
and communication. However, there is material on
the Internet that is not appropriate or fitting for use
within an educational institution. For this reason,
this policy contains rules and guidelines so that all
Manea team members use the Internet in an
acceptable manner.

Manea Senior College and the Department of
Education randomly monitor information sent
across the network, and where appropriate will take
steps to make users accountable for inappropriate
use. Misuse of internet and computing resources is
a breach of the College Code of Conduct and
consequences will be applied, which may include:

Responsible use of ICT (including the internet and
personally owned devices.) is expected from all
students for the duration of their enrolment at
Manea Senior College. This includes non-contact
hours at the College. Any student who engages in
the harassment, intimidation or bullying of a
member of the College Community through any
means including the use internet or mobile phones,
will be dealt with according to the College Code of
Conduct, regardless of the time of the offence.







The Department of Education requires parental
permission for students under the age of 18 to use
the College Network and the Internet. Students 18
and over may sign their own form. Students also
need to treat the computers with care.

Discussion of breach and formal warning
Loss of privilege to use computing resources
Referral to administration
Referral
to
authorities/police
for
legal
processing
Financial charges for damage and/or excessive
download usage

Manea Senior College reserves the right to inspect
any and all files stored on the network and within
work spaces. All internet traffic and all saved data
is subject to investigation and examination.

Students are responsible for appropriate conduct
when on College computers, just as they are in the
classroom. The Internet is provided to students
who agree to act in a responsible and considerate
manner. General College rules for conduct and
communication apply at all times. It is a
requirement that students follow the instructions of

Students who bring their own portable/mobile
device to the College are required to abide by this
policy in respect to the use of their own devices
whilst attending the College. For instance it is
inappropriate to use your own laptop/internet
connection to access inappropriate materials during
college hours.
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If you wish to change a course you will need to
obtain a Course Change Request Form, have
your parent/guardian complete and sign this form
and return the completed form for consideration.
Changes may be made if feasible and a new
timetable issued. You will need to present this new
timetable to the teacher of the course you are
changing into.

Year 12 students currently participate in a College
program which supplies a netbook computer for the
time of their enrolment. Whilst the netbook remains
the property of Manea SC, students are entitled to
use it as a personal device which they keep in their
possession. A separate policy and agreement for
netbook usage exists.

ASSESSMENT POLICY

Note: In Year 12, courses must be studied as a pair of
units. Consequently, after week 8 of the year, course
changes are not permitted, as dictated by the SCSA.

4.0

Overview

Due Date

In your Course Outline and Assessment
Structure there will be a Due Date for each
assessment; including in-class assessments such
as tests. The purpose is to clarify, set a standard of
expectation and accountability, when assessment
tasks are to be completed.

Manea Senior College is responsible for
implementing and managing procedures to allow
you a fair and equitable opportunity to complete
your chosen subjects. This assessment policy is
provided for you to have a sound understanding of
what you will learn in each course and the methods
by which your progress will be evaluated. You need
to be fully aware of the information provided and
ensure that you carefully apply this in every
subject.

Your teachers have the discretion as to what a Due
Date means in context of the task being set. This
will be written on your assessment task.
The Academic Review Committee will use the
default time of 3.30pm as the end time for a
submission of an assessment task on a given day.
This means unless stated on your assessment task
you must submit the task to your class teacher by
3.30pm on that day.

Note that non-submission of assessments is not
accepted at Manea (refer to 6.2). Therefore you are
expected to meet these requirements at a level that
demonstrates young-adult responsibility.
1.0
Documents
You must obtain from your course teacher a
Course Outline and clear Assessment Structure.
These documents will outline the type of
assessments you will have and their weightings.

5.0
tasks

Absent

from

scheduled

assessment

If you are absent from College when an
assessment OR a test is due you must explain your
absence to your course teacher by one of the
following ways:
• medical certificate
• telephone call or letter from parent or guardian
Satisfactory explanation of the absence may
enable you to complete that assessment task, or a
similar task, and gain credit. If there is no
satisfactory explanation for your absence for a test
a zero will be allocated for that assessment at this
point. Your teacher has the discretion to determine
the next course of action. Wherever possible,
advance notification of absence will be of benefit to
you.

2.0
Student responsibilities
There are certain responsibilities expected from
you at Manea Senior College that adheres to the
ethos of being a young adult:
complete all subject/course requirements
by the due date
maintain a folio of evidence for each
subject/course studied and to make it
available whenever required
maintain a good record of attendance,
conduct and progress
initiate contact with your teachers
concerning absence from class, missed
assessments, extension requests and other
issues pertaining to assessment
complete assessment tasks to the highest
ability.

If your absence occurs when an assessment is due
such as an assignment/oral presentation; again an
explanation is needed. If no explanation is given
then your teacher will follow Section 6.1 –
General.

3.0
Changing Subject
Course transfer will only occur in exceptional and
justifiable circumstances as permitted by the
Principal. Generally, it is not possible to change
after the first month, as to do so would place you at
risk of not completing requirements. The College
will only consider changes in exceptional
circumstances; and must have parental/guardian
approval and be negotiated through one of the
Level 3 Academic Managers.

6.0 Late Work
6.1

General

If you fail to submit an assessment on the ‘Due
Date’ the subject teacher will:
i. Notify your parent/guardian by
phone/email of the situation.
ii. develop a strategy for you to
complete the assessment within

11

three school days of the Due
Date
apply a 10% deduction per day for
up to three school days (eg. If a
task is worth a total of 50 marks
then 5 marks/day will be
subtracted off the allocated mark)
award a zero for that assessment
task if you choose not to submit
the task after three school days

iii.

iv.

6.2

•

If you are shown to have cheated in any assessed
work you may receive zero for that assessment and
will have breached the College Code of Conduct.
Collusion is when you submit work copied from
another student. A zero will be awarded for that
piece of work.

Re-submission

Plagiarism is using someone else’s words or ideas
without acknowledging that they have done so (a
work is essentially copied). Any assigned or other
work that is not yours, but is presented as such will
not be accepted. You may have an opportunity to
re-submit that work piece; if so this will occur within
a week of notification. A zero will be awarded for
that piece of work if you do not re-submit.

If you failed to submit an assessment on the Due
Date and have been awarded a zero you will be
required to attend College either:
•

during the examination period at the end of
Semester 1
AND/OR
th

•

until 28 October ( Semester 2 - Year 12)
AND/OR

•

until 9 December (Semester 2 - Year 11)

8.0
Examinations
You will be issued with an Examination Handbook
closer to the examination period. This handbook
will outline the procedure for the examination.

th

During this time you will be required to re-submit
the assessments of which the maximum numerical
achievement level that may be attained is 30%.
This is a non-negotiable requirement.
6.3

Using mobile phones or other
and/or
telecommunications
information technology not approved
for use during an assessment.

9.0
Students with Special Needs
Special needs involve some form of a disability that
hinders a student’s capacity to complete work
within set times (ie. Tests) or produce work to meet
satisfactory levels of achievement (ie. Partial
blindness, interruption to fine motor-skills).
If you fit into this category you must see the
Manager of Academic Performance in Student
Services. You will be case managed by the College
Psychologist and subject teachers to determine the
appropriate course of action and appropriate
strategies that will allow you the best opportunity
for success.

Extensions

You may apply to the class teacher for an
extension for an assessment 24 hours prior to the
due date. You must submit a written application,
collected from Student Services, with supporting
evidence for an extension.
Extensions may be given at the discretion of the
subject teacher. This action is based on your
participation during the period of a task. You are
required to provide evidence of achievement by the
due date. If this is not evident, there is no
justification to give you an extension.

10.0
Suspension
External suspension will not be considered an
excuse by Manea Senior College for you to not
submit nor complete a timetabled assessment. The
process is:
 If an external assessment is due to
be submitted on a day you are
suspended, you must submit that
assessment regardless. If not then
Section 6.1 – General is applied.
 If an internal assessment has been
timetabled during the period of
suspension
(ie.
Test,
oral
presentation etc) you will complete
that
particular
assessment
immediately upon return to the
College without any penalty.

If you have been given an extension you must
submit the assessment by the revised due date
regardless of the level of completion.
If you choose not to apply for, or receive an
extension, then the same consequences will apply
as those that apply for missed work when there is
no satisfactory explanation of an absence.
Note: Problems associated with computers,
software or printers will not be accepted as an
exceptional circumstance.
7.0
Cheating, Collusion and Plagiarism
Cheating is regarded as an action which provides
you with an unfair advantage in the completion of
an assessment. Actions regarded as cheating
include, but are not limited to:
•
Gaining a copy of an assessment
prior to its release for completion.
•
Talking during a silent assessment
(tests and examinations).

11.0
Right of Appeal
You have the right to appeal against the College
assessments. Manea Senior College will provide
you with a copy of the allocated grade for each
subject that you have enrolled in. If you have a
concern for an appeal against the given grade/mark
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includes information that will help students improve
their study skills, time management, goal setting
abilities and career pathways. Students also take
responsibility for tracking their attendance rates
and ongoing academic performance.

you must have your parent/guardian contact a
Curriculum Manager. A letter outlining the reason
for the appeal will also need to be submitted.
Assessment reviews and appeals will be assessed
on whether:
• the subject assessment outline conforms
with syllabus requirements
•

the subject assessment outline conforms
with SCSA guidelines

•

the
subject assessment procedures
conforms with this assessment policy

•

there are any procedural or computational
errors in the determination of the subject
mark and/or grade.

COLLEGE CHARGES
All W estern Australian senior secondary schools
and colleges charge for course costs, the provision
of additional texts and resources, the provision of
technology
and
consumables
such
as
photocopying. An individual invoice, detailing the
course charges, will be issued to each student after
December 1st. To support students and parents,
payment plans can be negotiated through the
College Business Manager. EFTPOS facilities are
available. Parents and students will be advised of
the date the College will be open for payments of
charges. Government assistance may be available
to parents and guardians holding one of the
following:
• Pensioner concession card.
• Family Health Care card.
• Department of Veteran Affairs Pensioner
Concession Card (Blue card only).

A submission will be reviewed on its merits by the
Academic Review Committee. A teacher’s
judgement about your achievement (i.e. the mark)
on an individual assessment task is not subject to
review and as a result the College is not required to
re-mark your work. Your parent/guardian will be
notified by phone and confirmed via letter.
Appeals against the College assessment process
must be made in writing. Due dates for any appeals
will be communicated to students/parents at the
start of the school year.

COLLEGE HOURS
The strategic location of Manea Senior College
provides students with the opportunity to combine
their College program with certificate or university
studies by accessing pathways provided by SWIT
and ECU.

If the decision by the Academic Review Committee
is not accepted by your parent/guardian they have
the right to appeal to the SCSA. The College will
assist your parent/guardian in their pursuant of
appeal. The process for Year 12 students will follow
the guidelines outlined in the Year 12 Information
Handbook distributed in Term 2.

To enable such programs to operate, Manea
Senior College has a flexible timetable with
students generally expected to be on site at
8:40am and finishing at 3:10pm. However,
depending on the course students have selected
(including vocational training courses), the hours of
the day will vary and in some cases, may include
evening classes. Information regarding specific
courses, their hours and days can be obtained by
making contact with the College. It is important that
students and parents investigate transport
arrangements thoroughly prior to enrolling.

MENTOR PROGRAM
Manea Senior College recognises that strong,
positive relationships are the key to the
establishment of a learning environment which in
turn reflects the growing independence of young
adults in Years 11 and 12. Staff are entrusted with
the responsibility of mentoring a group of students
throughout their time at the College. The mentors
are dedicated to developing a relationship with
every student in their group, based on mutual trust
and care, with the aim to positively assisting each
student’s path through Years 11, 12 and beyond.

The flexible timetable at Manea Senior College also
means that many students will spend some of their
time at the College not in classes. During such
times, students may choose to work in areas
throughout the College such as the library or
computer rooms, or may meet and talk with other
students in the College grounds.

Students meet once a week with their Mentor
Teacher to discuss and monitor the following areas:
• Social and Emotional Issues
• Attendance and Conduct/ behaviour
• Academic Performance
• Encouragement
and
recognition
of
achievement

There is no formal supervision or surveillance of
students who are not in classrooms. However, staff
constantly move around the College in the normal
course of their duties and exercise their duty of
care. They are available to students if needed.
Further security for students on the College site is
provided by students wearing uniform and College
identification.

As part of the Mentor Program students have a
Mentor Portfolio to complete each semester. This
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TRANSPORT

USE of SWIT, ECU and OTHER
LOCAL FACILITIES

School Bus Services provide transport for students
to Manea from a wide range of locations. Students
are advised to check local timetables to determine
which bus service best suits their needs.

Manea Senior College students have the
opportunity to combine their school programs with
certificate or university studies through accessing
the pathways provided by the South West Institute
of Technology and Edith Cowan University (ECU),
thereby enabling students to access a range of
educational programs across this unique three site
education and training precinct.

Students who require Transport Assistance can do
so by visiting www.schoolbuses.wa.gov.au
Contact Numbers:
School Bus Services

9326 2607

Veolia Transport

9722 7800

The range of courses available for students to
select from will continue to expand as Manea
Senior College grows. There is a wide selection of
programs on offer that provide students with
access to university entry, mentoring or the
university preparation course.
For vocational
students, there are a range of higher level
vocational training courses that students integrate
into their studies

VISITORS TO THE COLLEGE
While visitors and invited guests are welcome, they
must report to Administration, sign in and wait to be
met by the relevant person. Generally, students are
not permitted to have visitors at the College.
Visitors are required to wear identity badges.

College students will undertake numerous local
education and training programs, most of which are
within walking distance (SWIT and ECU) or require
a short bus trip (local recreation and arts facilities).

INFORMATION PRIVACY AND
SECURITY

These excursions include:
Walking to attend classes and use facilities at the
South W est Institute of Technology and Edith
Cowan University (Bunbury Campus).

Permission to use student photographs, video
footage, digital images and names.
At Manea Senior College we intend to promote the
great work and achievement of our students and
staff. This may involve the publication of students
names, pictures and work samples in the College
newsletter, Yearbook, Website, Facebook page,
Local and State newspapers, as well as on
CDs/Videos produced by the College. In addition
video footage/images of students in classes may
be used for the purpose of posting online lessons
for students to access.

Transport by bus to the local facilities at Hay Park,
South W est Sports Centre, Bunbury Indoor Cricket
Centre, Indoor Beach Volleyball, Bunbury Hockey
Stadium and Bunbury Tennis Club (for Physical
Education Studies students only), the Lyric
Theatre, Walker Hall and Bunbury Regional
Entertainment Centre (for Visual Arts, Dance and
Drama students).
As part of the transition process from school to
SWIT or university, Manea Senior College students
are permitted to make use of SWIT and/or ECU
facilities at the point of need, without direct
supervision from a College staff member. This may
include the use of facilities such as libraries,
cafeterias, the SW IT ATM and so forth. Students
are required to sign out and in of the College when
using such facilities.

The College will request your permission to use
any images and work of your son/daughter at the
time of enrolment. You are of course at liberty to
withdraw your consent at any time by contacting
the College in writing.

This privilege is extended to students based on the
premise that the code of conduct will be upheld
across the precinct and continued used of SWIT
and ECU facilities remains at the discretion of both
partners.

August 2015
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Stay in touch with the College via the Skoolbag App

Skoalbag
Smartphone school to parent communication

How To Install Skoolbag On Your Smartphone
iPhone & iPad Users
1. Click the "App Store" icon on your Apple device.
2. Type your school name in the search, using suburb name will help.
3. If iPhone, you will see your school appear, click "Free" then "install':
4. If iPad, change the drop list to "iPhone Apps'; your school will then be visible, click "Free"
then "install':
5. When installed click "Open"
6. Select "OK" to receive push notifications, when asked.
7 Click the "More" button on the bottom right of the App, then "Setup':
8. Toggle on the Push Categories that are applicable for you.

Android Users
You must first have signed up with a Google Account before installing the app.
1. Click the "Play Store" button on your Android Device
2. Click the magnifying glass icon at the top and type in your school name,
using suburb name will help.
3. Click the school name when it appears in the search.
4. Click the "Install" button.
5. Click "Accept" for various permissions (please note, we do not modify any of your
personal data on your device).
6. Click "Open" when installed.
7 Click the "More" button on the bottom right of the App, then "Setup':
8. Toggle on the Push Categories that are applicable for you.

facebook.com/manea.sc
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