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School Profile 
 

Brief History 

Taiwanese School of Melbourne Inc was first registered on 23rd May 1997. The purpose of establishing the 
School was to teach Taiwanese language, dialects and ethnic culture. The School is to operate solely for 
non-profit purposes. 

 

Taiwanese School’s opening hours are 1.30 pm to 4.30pm on Saturdays, following Victorian school terms. 
The School started at the campus of Doncaster Secondary School and later moved to Ashwood College until 
now. 

 

The School has classes from pre-prep (or called playgroup) to VCE. We welcome all children and young 
people who are interested in learning Taiwanese language and culture. Taiwanese School is one of the few 
schools continue to teach and promote traditional Chinese. 

 
Typical Student/Family Profile 

The School currently has approximately 170 students. The families are from various cultural backgrounds, 
with the majority of families (about 80%) from Taiwan. There are about 8% of families from different Asian 
cultural backgrounds (either or both parents); about 10% of families from mainland Chinese / Hong Kong 
region; and about 2% of families from local Western families. 

 
School Staff 
The School maintains a rigorous and consistent recruitment, screening and selection process to employ 
skilled teachers and staff to teach in classes and work in the School. Our selection criteria demonstrate 
clearly our commitment to child safety and our social and legislative responsibilities. Recruiting the right 
person not only creates a safe environment for children and students but also can make positive 
contributions to the School and the community. 

 

All the employees are required to hold a relevant Working With Children Check (state specific), police check 
and to provide evidence of those checks. 

 

All the position description clearly states the School’s commitment in protection of children and students. 
Reference checks are completed to ensure that every reasonable step is undertaken in recruiting the right 
staff. 

 

The School provides the variety of training resources to assist our teachers and assistants to develop their 
professional knowledge and skills in teaching the language. The training resources include the resources 
facilitated from ESAV various training courses, Chinese Teaching Training Courses sponsored by Taipei 
Cultural & Economy Office, curriculum seminar and professional development seminar held at the School. 

 
School Committee/Board 

A committee/council is responsible for the running of the school. Its current constitution was revised in May 
1997. 

 

The following table details the members of the School Committee/Council as elected at the 2017 Annual 
General Meeting. 

 

Name of Member Committee Role 
 

Mrs W H O Chang 
 

President 

 

Ms Lauren Ko 
 

Principal 

 

Mr Harrison Liao 
 

Council member 

 

Dr Christine Lin 
 

Council member 
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School Vision and Values 
 

Curriculum and Learning Goals 
The School aims to provide progressive and cumulative opportunities for students to develop language and 
cultural understanding through a program aligned with the Victorian Curriculum. 

 

We also believe it is important to appreciate Taiwanese culture as part of the learning experience. We 
believe that each student has unique needs and we work to provide the necessary guidance and support to 
ensure these needs are met. 

 

We want our students to be fluent in spoken and written Mandarin as well as able to appreciate Taiwanese 
culture. For those students of Taiwanese descent, we would like them to be proud of their heritage and 
what it means to them in this multicultural society we live in. For those students who are from different 
cultural backgrounds and are interested in learning Chinese, we aim to extend their literacy repertoires and 
their ability to communicate. 

 

We provide our students who aim to take VCE Language with the opportunity to achieve a VCE qualification 
in Mandarin. 

 
School Ethos 
We welcome all children and young people who are interested in learning Chinese. We believe learning is 
best achieved in a happy and supportive environment. Our approach is to create a learning environment 
that respect the rights of children. We have zero tolerance for child abuse and we promote cultural safety 
for Aboriginal children, cultural safety for children from culturally and/or linguistically diverse backgrounds 
as well as a safe environment for children with disabilities. 

 

We believe in promoting cultural exchanges, understanding different social values, and being inclusive of 
different ethnic groups. Language is for communication and interaction between people. Whether it is 
culture, academic, art, business or just everyday life, language is the most important tool. 

 

To achieve this goal, we need the input and participation from all our teachers, students and families. The 
whole school community has to work in partnership in order to support our programmes. 

 
School Management Plan 

The school operates according to the following Code of Conduct. 
 

School Committee/Board 
 

The school acknowledges that it operates within its Constitution and the Department of Education and 
Training (DET)’s Community Language Schools Funding Program guidelines’. Within these regulations and 
guidelines, the school has resolved that it will operate with integrity and observe the following principles: 

 

• The learning needs of the student will be the primary consideration in decision-making 

• Loyalty to the school, its Charter, its Administration and Staff will be demonstrated 

• Members of the Committee, Staff and Administration will be required to undertake training 
regarding their responsibilities to current school policies and practices and DET guidelines 

• The views of the school community will be sought and considered on key issues 

• Decisions of the school Committee will be available to the members of the School Association 

• Encourage parents to become involved in the school's programs, excursions, camps and other 
activities 

• Use the skills and experiences within the community as a valuable resource 

• The committee will meet at least once per term in addition to the Annual General Meeting 

• Minutes of the meetings will be kept, and business will be conducted according to normal meeting 
procedures; and 



 

• The Administrator will advise all members of the scheduled meeting, ensure that an agenda is 
prepared in advance of the meeting, minutes are taken, and decisions of the committee are 
implemented 

 
 

Principal / School Administrator 

The School Administrator is responsible to provide effective management of the school in accordance with 
the School Charter, DET guidelines, expectation and code of practice. 

 

• Manage and monitor the implementation of the school's policies and the Charter 

• Ensure the provision of planning, implementing and evaluating of new school policies and programs 

• Establish effective and efficient administrative structures and procedures 

• Plan and invoke practices, which provide for the professional development and growth of staff; and 

• Ensure the school's website is consistently updated 
 

In return the School Administrator can expect: 
 

• A safe and harassment-free environment; and 
• Close cooperation and support from the School Coordinator, the Committee and the teachers. 

 
 

Child Safe Officer 

The school appoints a Child Safe Officer at each campus. The Child Safe Officer provides advice across the 
organisation on all policies and procedures that relates to child safety in accordance with the Victorian 
Child Safe Standards: 

 

• Perform the role under delegation from the principal, and report to the Board of Management 

• Provide a first point of contact/central point for reporting allegation of abuse 

• Implement quality business and practice systems and standards 

• Oversee that child protection services that are provided comply with relevant legislation, 
delegations, policies, quality standards and our Child Safety Practice Manual 

• Have a clear process in place to report allegations of child abuse. 

• Establish enduring productive partnerships with foster and kinship carers, the community 

• Oversee ongoing professional development and management of staff in relation to the Child Safe 
Standards 

• Convene internal child safety meetings, on a regular basis 
 
 

School Coordinator 

The school coordinator is responsible to ensure that the school's charter and the codes of practice that 
apply to the teaching staff and students are implemented. The school coordinator shall also: 

 

• Promote and support good relations between the School and its members 

• Communicate with parents, teachers and students 

• Ensure a safe and pleasant learning environment 

• Ensure the roster for school yard duties is implemented 

• Select staff and designate tasks 

• Monitor the quality of education for all students 

• Ensure the implementation of the school policy on assessment and of student progress; and 
 

In return School Coordinator can expect: 
 

• A safe and harassment-free environment 

• Participation in the decision-making process; and 

• Support from the Principal and the Committee 
 

Teaching Staff 

The teaching staff will demonstrate a commitment to the school by: 
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• Implementing the School Charter, Goals and Priorities 

• Presenting a positive role model to students 

• Demonstrate a high standard of professional behaviour 

• Supporting other staff members; and 

• Treating all students equitably and justly 
 

In addition to specific role statements, teachers will: 
 

• Provide a positive learning environment, catering to individual needs 

• Will be in attendance before school commences, be well prepared and ready to begin lessons at 
the given time 

• Supervise children during recess by setting up a roster system for yard duties 

• Participate in the teachers' meeting held each term and at the annual curriculum planning day, as 
well as demonstrate a commitment to sharing and implementing new ideas 

• Develop professionally through courses provided through DET, internal workshops and professional 
reading 

• Support the school's committee, Principal, coordinator and the school community generally 

• Participate in all school activities including school excursions 

• Provide reports to students and parents in a clear and accurate form, in accordance with the 
Victorian Curriculum; and 

• Encourage parental involvement 
 

In return all staff can expect: 
 

• A safe and harassment-free environment 

• Participation in the decision-making process; and 

• Support from the School- coordinator and the Committee 
 
 

Students 

The students will demonstrate a commitment to the school by: 
 

• Respecting and following the classroom rules 

• Respecting their fellow students and allowing them to learn without interruption 

• Caring for their own property, other's property and environment; and 

• Acting in a safe and responsible manner for themselves and others 
 

In return students can expect to: 
 

• Learn, work and play in a supportive environment 

• Be heard and be able to express their opinions appropriately; and 

• Be safe and secure in the school environment 
 
 

School Community 

The school recognises that the parents of its students are also integral to the school community. We 
acknowledge their involvement and contribution to our school and encourage them to support: 

 

• The committee 

• The teachers; and 

• The administration 
 

Opportunities for participation and contribution will be provided through: 
 

• Activities and programs within the school 

• Parent/teacher interviews (held in the end of term2 & term4 every year each classes) 

• Taking an active interest in the school's operation and activities; and 

• Attending parental information sessions 
 

This will be achieved through communication via: 
 
 
 

Taiwanese School of Melbourne Charter - Page 5 



 

• The school's newsletter 

• Committee reports and policy documents 

• The Annual General Meeting; and 

• The school's website 
 

 
 

Curriculum 
 

Alignment with Victorian Curriculum 
The school’s curriculum is developed in line with the Victorian Curriculum, Languages. The languages 
curriculum is organised through themes and topics which are designed to extend student’s literacy 
repertoires and their capacity to communicate. The programmes provide the opportunities for students to 
develop language kills and cultural understandings in order to promote cultural exchanges and share 
different social values, life experiences and furthermore, academic and socio-economic activities in the 
future. Learning languages in addition to English extends student’s literacy repertoires and their capacity to 
communicate. It strengthens student’s understanding of the nature of language, culture, and the processes 
of communication. 

 

Assessment and Student Reporting 
Reports will be written each semester, outlining a student’s progress and achievement of learning 
language. It will also indicate the ways in which parents can support their child’s learning. It is important 
that parents acknowledge that absences will have an impact on a student's report. 

 

School Policies and Procedures 
 

Enrolment and Withdrawal Procedures 
 

Enrolment Process 

• Parent/Guardian contacts the School (0487 761 321) and arranges a meeting with either the School 
Coordinator or the School Principal to discuss enrolment and tour the School with child. 

• Parent/Guardian and student attends a tour of the School. Brief information of the student and 
family is obtained so that the School Coordinator or the School Principal is able to answer any 
enquiries. 

• Parent/Guardian completes an expression of interest in applying for an enrolment. The prospective 
student is offered to have a free trial period in the class of a suitable level. It is advised for the 
parent/guardian to be present in volunteers’ common room during the trial period. 

• If the decision of the enrolment is confirmed, the parent/guardian must complete the formal 
enrolment form including parent agreement forms prior to commencing the next class. 

 
Withdrawal Process 

• When parent/Guardian decides to withdraw their child(ren) from the school, the notice needs to 
be given to class’s teacher at least one week prior the withdrawal. 

• Parent/Guardian needs to inform the School office by giving verbal notice or via email. 

• If parent/guardian decides to withdraw their child(ren) before a semester finishes, the fee for the 
remaining weeks will not be refundable. 

 

The procedure of enrolment and withdrawal from the school is outlined at the School’s website. 
 

Discipline Procedures 

Rationale 
 

At school everyone should be treated respectfully, every person needs to feel safe and secure and students 
need an environment that supports their learning, personal growth and positive self‐ esteem. 
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Expectations 
 

The School sets the following expectations that underpin student behaviour in the classroom, playground 
and all school activities:‐ 

 

Expectations of Students  
 

• Be friendly and polite, and protect the safety and well‐being of self and others 
 

• Learn and allow others to learn 
 

• Look after one’s own belongings, other’s belongings and school resources 
 

• Follow the directions of staff 
 

• Play safely 
 

• Care for and respect the school environment 
 

• Keep hands and feet to oneself unless in friendship 
 

 
 

Classroom Expectations  
 

Each teacher is to establish with his or her class age‐appropriate understandings and expectations of the 
learning environment. The ‘Expectations of Students’ stated above is to be used as the guide to the scope 
of the classroom rules. While there is an emphasis on positive behaviours, from time to time there will be a 
need to clearly articulate what constitutes inappropriate behaviour. 

 

If a student behaves in an unacceptable way, the following steps will be taken: 
 

FIRST STEP Warning and consequences of continued misbehaviour will be explained to the student. 

SECOND STEP The student will be sent to another classroom with work to be completed. 

THIRD STEP The student will be counselled by the School Principal. 

FOURTH STEP Parents will be informed and requested to attend a meeting together with the student, 
the School Principal, to try and resolve the problem. 

FIFTH STEP The student may be suspended or expelled from the school. 
 

Grievance Procedures 

The school adheres to the Department’s Guidelines for Parent/Guardian Complaints procedure. A copy of 
the document can be downloaded from the  Department’s  website  at: 

 

http://www.education.vic.gov.au/school/teachers/teachingresources/discipline/languages/Pages/clsschool 
s.aspx 

 

Anti-Bullying Policy 
The School does not tolerate harassing or bullying behaviour by any member of its staff or student body. 
Every member of the School has a responsibility to refrain from harassing or bullying others, to actively 
discourage harassment and bullying and to support all parties involved in situations of potential conflict. 

 

Breaches of school policy will be immediately acted upon by the Principal, and where appropriate, by the 
School Committee. 

 

Students who complain of bullying can rely on staff to investigate their complaint promptly and in a 
thorough and confidential manner. Staff will respond to any acts of harassment or bullying immediately 
and positively. 

 

In its aim to protect its students and staff from bullying and harassment, the School is taking steps to 
prevent the harm that can be caused by the misuse of online technology. 
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Equal Opportunity Policy 

The School operates in accordance with Victorian and Commonwealth equal opportunity legislation which 
aims to promote everyone's right to equal opportunities; eliminate, as far as possible, discrimination and 
sexual harassment; and provide redress for people whose rights have been breached. All employees, 
students, parents, school council members, contractors and volunteers are required to act in accordance 
with equal opportunity, anti-discrimination, harassment and vilification legislation. 

 
Privacy Policy 
The School is committed to protecting the privacy of personal information. The School is required by the 
Privacy Act 1988 (Cth) (Privacy Act) to comply with the National Privacy Principles (NPP), subject to the 
other provisions of the Privacy Act. The NPPs regulate the way personal information is handled throughout 
its life cycle, from collection to use and disclosure, storage, accessibility and disposal. 

 

To the extent required by the Privacy Act: 
 

• The School will not collect personal information unless that information is necessary for one or 
more of our functions or activities 

• The School will collect personal information only by lawful and fair means and not in an 
unreasonably intrusive manner 

 

To the extent required by the Privacy Act, the school will take reasonable steps to: 
 

• make sure that the personal information that we collect, use and disclose is accurate, complete and 
up to date 

• protect the personal information that we hold from misuse and loss and from unauthorised access, 
modification or disclosure 

• destroy or permanently de-identify personal information that is no longer needed for any purpose 
that is permitted by the Privacy Act 

 

The School collects personal information for a range of purposes, including to: 
 

• process applications for membership and membership renewals 

• manage the membership lifecycle 

• record and maintain membership details and profile information 

• coordinate payment of fees to the School 

• provide teachers with adequate information for them to plan their classes 

• communicate information about the school to members, for example term schedule and news 
letters 

• notify members about school events 
 

The School may contact parents/guardians in a variety of ways, including by post, email, SMS or telephone 
call. In order for the School to function, we may need to disclose personal information to third parties. 
Third parties with whom the School may share personal information include, where appropriate: 

 

• government and regulatory bodies such as the Ethnic Schools Association of Victoria (ESAV) and 
Department of Education and Training for funding purposes 

• financial institutions for payment processing. 
 

Parents/guardians should contact the School if they have any queries about the personal information that 
the School holds about them or the way it handles that personal information. 

 

For further information, please link to  Victorian Department o f Education and T raining’s Information 
  
privacy policy at http://www.education.vic.gov.au/Pages/privacypolicy.aspx > 

 

Student Attendance Policy 

Students are required to attend classes on a regular basis. Absences mean that students may miss the 
assessments and the opportunity to demonstrate achievements of the relevant standards. 

 

Classes may be cancelled in cases of extreme heat. Extreme heat is defined as when the predicted 
temperature for the school day exceeds 40°C. The Bureau of Meteorology (BOM) website will be used as 
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the definitive source of the forecast. During periods of elevated temperatures, all parents should monitor 
the predicted temperature to prepare for any eventual cancellation of classes. 

 
Student Collection Policy 
The School has the following procedures in place for the safe collection of students from school, both 
during and after normal school hours. The Delivery and Collection of Children in a safe manner is of the 
highest priority to our School. For the purposes of this policy a person delivering or collecting children from 
the School must be 18 years of age (the parent/legal guardian, or an authorised person by the 
parent/guardian). 

 

• Parent/Guardian are not allowed to enter the building where the classes are conducted during the 
school time between 1:30pm to 4:30pm 

 

• Students who are under level 6 to be collected from the classroom by their parent/guardian or a 
person who has been authorised by their parent/guardian 

 

•  If the authorised person collecting the student is not known to the school, verification of identity 
using suitable photo identification (such as a driver’s licence) must be sighted by school staff in the 
office. 

 

• If a student is to be collected from the School during school hours, particularly primary students 
(under level 6), the person’s details must be recorded including the: 

 

- date and time 

- reason for the collection 

- person who collects the child (including this person’s signature). 

• Parent/guardian cannot collect their child(ren) directly from the class. He/she must come to the 
office and request the early dismissal. After checking his/her personal details, school staff will go to 
the class and bring the child(ren) to the office for collection. Alternatively, a school staff will walk 
with the parent/guardian together to the classroom to collect his/her child(ren). 

• Children and students in playgroup and prep level are not allowed to walk out of the classroom 
themselves to find their siblings or their parent/guardian. 

• The older students (i.e. secondary students) who have sufficient maturity are allowed to leave the 
school ground independently after the school finishes, with the knowledge and consent of their 
parents. 

 
The information resource is available on  the  Department’s website  at 
http://www.education.vic.gov.au/school/principals/spag/safety/pages/studentcollection.aspx > 

 

Child Safe Standards and Working with Children Check Policy 

The School complies with current Child Safe Standards and all staff, volunteers and committee members 
are required to have a valid Working with Children Check or current Victorian Institute of Teaching 
registration. Copies of these are to be kept on file. 

 

Management of Personnel and Resources 
 

Staff Professional Learning 
All staff are required to undertake a minimum of 20 hours of professional learning each year. 

 

The School provides the variety of training resources to assist our teachers and assistants to develop their 
professional knowledge and skills in teaching the language. The training resources include the resources 
facilitated from ESAV various training courses, Chinese Teaching Training Courses sponsored by Taipei 
Cultural & Economy Office, curriculum seminar and professional development seminar held at the School. 
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Record Keeping Practices 

The School maintains accurate records of all financial transactions. Student records such as enrolment 
forms and attendance records are also held in accordance with the School’s privacy policy. 

 
Annual Reporting 

The School will prepare and circulate a report of all activities on an annual basis. 
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