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1. Purpose 
The purpose of this document is to set out guidelines for the development and review of policies and 
procedures that apply to the School as an individual institution.   

2. Definitions 
In this document: 

 CESA means Catholic Education South Australia. 
 Diocese means the Port Pirie diocese of the Catholic Church and collectively includes: 

o the Bishop at the relevant time; 
o The Catholic Diocese of Port Pirie Inc; 
o the Catholic Education Office of the Diocese; 
o the Director of Catholic Education for the Diocese at the relevant time; and 
o any other entities which operate specifically as entities of the Catholic Diocese of 

Port Pirie. 
 Parish Priest means the ordained Catholic priest appointed from time to time by the Bishop 

to be the parish priest of St Mary of the Angels Church in Port Lincoln, and includes a priest 
acting in that position. 

 Principal means the person appointed from time to time by the Bishop to be principal of the 
School, and includes an acting principal. 

 SACCS means the South Australian Commission for Catholic Schools Incorporated. 
 School means St Joseph’s School Port Lincoln. 
 School policy, School procedure and School policies and procedures refer to policies or 

procedures that apply specifically to the School as an individual institution, as distinct from 
policies or procedures that apply generally to schools or to a class of schools (for example, 
Catholic schools). 

3. General Principles 
3.1. Sources of policies and procedures 
 Policies, procedures, regulations and guidelines which apply to the School come from several 

sources, including the following (each of which is referred to in this document as a “Higher 
Authority”): 

o Australian federal laws, regulations and government directions; 
o State laws, regulations and government directions; 
o local government; 
o the common law; 
o the Diocese; 
o SACCS or CESA; and 
o the School’s Constitution. 

 Local School policies and procedures may be created, amended or cancelled by the Principal, 
who does so in her or his discretion under authority delegated by the Diocese, CESA and 
SACCS. 

 Policies and procedures from a Higher Authority prevail to the extent of any inconsistency 
with School policies and procedures. 
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3.2. Nature of policies and procedures 
 A policy is a “high level” document or statement which sets out the School’s position in 

respect of a particular matter, issue or aspect of the School’s operation.  It does not usually 
deal with practical matters. 

 A procedure: 
o can be a document, statement, practice or convention; and 
o is concerned with how the School conducts its activities in a particular area of 

operation and/or how the policies applying to the School are implemented; and 
o is usually practical in nature; and 
o can be very detailed and set out a step-by-step process for doing something; or 
o can provide a general guideline for how something is done, leaving it to other 

written documents (such as checklists, flow charts or instructions) to set out further 
detail; and  

o can include unwritten practices or conventions that are common knowledge or 
conveyed verbally.  

 In general, policies and procedures should be documented separately.  However, it is 
sometimes preferable or necessary to incorporate a policy and its procedure in the same 
document, or for a policy document to go into some procedural detail. 

3.3. When a School policy or procedure might be needed 
 Written School policies and procedures should only be created if: 

o required by law; 
o expressly required by a Higher Authority; 
o there is no Diocesan, SACCS or CESA policy or procedure addressing a particular 

issue, and it is necessary or beneficial to address it; 
o a relevant Diocesan, SACCS or CESA policy or procedure exists but does not address a 

particular aspect, or it is necessary or beneficial to clarify the School’s individual 
approach or processes; or 

o it is otherwise necessary or beneficial. 
 School policies and procedures should not be created if to do so would substantially repeat 

an existing policy or procedure from a Higher Authority. 
 Consideration should be given to cancelling an existing School policy or procedure if it merely 

repeats or duplicates the effect of an existing policy or procedure from a Higher Authority. 

3.4. Values underpinning School policies and procedures 
The School’s policies and procedures must be consistent with and reflect: 

 Gospel values; 
 the teachings of the Catholic Church;  
 any relevant Diocesan, SACCS or CESA policy or procedure; and 
 the strategic plan(s) published by CESA or SACCS – in particular, any section which sets out 

their Mission, Vision, Values and Purpose for Catholic schools. 

3.5. Drafting of documents 
A School policy or procedure document should: 

 be structured and formatted consistently with the School’s approved style, font and 
branding; 

 follow any template document used by the School; 
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 use headings and numbered paragraphs, and be set out in a logical way that assists the 
reader; 

 include a table of contents, unless it is a brief or simple document; and 
 be written in plain language, avoiding old-fashioned terms and technical jargon as far as 

possible. 

3.6. Publication of policies and procedures 
 All School policies and procedures that CESA/SACCS requires to be readily available to 

parents should be published on the School’s website. 
 The Principal may publish other School policies and procedures at the Principal’s discretion. 
 The Principal, together with the Business Manager, will determine on a case-by-case basis 

whether and how a policy or procedure will be brought to the attention of the School 
community; for example, by way of newsletter or email.  Some new or amended policies and 
procedures may not warrant specific notification. 

 The School’s website should provide a link to the website of CESA/SACCS, to facilitate access 
to their published policies and procedures (if any).  If CESA/SACCS do not publish their 
policies and procedures, the School’s website should state that they can be obtained on 
request from CESA or the School. 

4. Creating, amending, cancelling and reviewing documents 
 A School policy or procedure is created, amended or cancelled when the Principal makes a 

decision to that effect. The Principal’s decision should be recorded in writing. 
 A policy document should specify that it has been approved by the Principal, and the date on 

which it was approved.  It takes effect from that approval date unless some other date is 
specified.  

 A School procedure document should specify which policy or policies it implements, if 
applicable. 

5. Regular review of existing documents 
 Each School policy should be reviewed after five (5) years, or sooner if the policy specifies an 

earlier “Review Date”. The purpose of the review is to determine whether the School policy 
should be left as is, amended, or cancelled. 

 The review is to be conducted by (or under the authority of) the Principal, who should seek 
the views of the School’s leadership team and other staff, the School Advisory Board, and the 
wider School community (where appropriate).  

 Unless a School policy document specifies that it ceases to have effect on a particular date, 
the policy continues to have effect even if its “Review Date” has passed. 

6. Consultation  
 The Principal may seek the views of others within the School community about an existing or 

proposed School policy or procedure at any time, in any manner the Principal thinks fit.  
 While the Principal will value and consider any views offered in such a consultation process, 

the Principal is not bound to implement or respond to views expressed (unless required to do 
so by a Higher Authority).   

 Consultation does not restrict the Principal in their decision-making role. 
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7. Document History 

 

Approved by Ms Catherine Gurr, Principal 

Approval Date 11 August 2026 

Review Date 10 August 2031 

Version 2.0 

Revision History 

Version 1.0 Policy for the Development and Review of Policies and Procedures – 
18 March 2025 – Document Created 
Version 2.0 reflects changed role of school board, and change from policy to 
guideline 
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