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1. Executive Summary

The Checklist was developed in 2007 as part of the
Department’s commitment to streamline the current
school planning and accountability processes,
reduce the administrative burden on schools and
maximise the time and energy spent on their core
business — enhancing student outcomes.

The Checklist provides both a mechanism for
schools to monitor and plan for school improvement
(performance accountability), and to enable the
Department to monitor the compliance of individual
schools with legislation and Departmental policy
(compliance accountability). The Checklist supports
the Department’s reporting requirements for the
Commonwealth and Victorian Registration and
Qualifications Authority.

The Checklist will enable policy, legislative and
regulatory requirements to be managed and
monitored, providing the foundation for school
effectiveness. The other aspects of the Framework,
particularly the School Strategic Plan, will be focused
directly on improved student outcomes.

The School Compliance Checklist:

- is an online, interactive system that streamlines the

monitoring and reporting of compliance
requirements into a single checklist

- identifies in one place all the legislative and
Departmental policy requirements that schools
need to comply with

- provides appropriate guidelines and templates
- provides key contacts within the Department

- is a mechanism for schools to manage their
compliance

The Checklist is not intended as a means of
collecting school specific data (eg, annual school
performance data is collected through CASES 21
and on-line web forms for production of school
performance data).
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2. Introduction

The School Accountability and Improvement
Framework is constructed around four main
elements:

- evaluation of progress via an internal school self-
evaluation and an external school review

planning for improvement via a school strategic
plan and annual implementation plans

reporting on progress via an annual report to the
school community

managing risk and compliance with legislation and
regulation via an annual compliance checklist.

These elements are not discrete and independent
tasks but rather, in keeping with the intent and
principles of good governance, are part of a coherent
planning and reporting process for organising school
improvement efforts.

These guidelines outline the Checklist and
associated processes and protocols.

Key points: the School Compliance
Checklist

The School Compliance Checklist is an online
application that allows schools to self-assess and
monitor compliance with all legislative and
Departmental policy requirements.

Each term, schools will self-assess their level of
compliance with legislative and policy requirements
(fully compliant, partially compliant, non-compliant or
not applicable).
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School Compliance Checklist Homepage

To access the Checklist go to: http://wwweduweb.vic.gov.au/scc.



3. Operation of the School
Compliance Checklist

The processes and protocols applying to the School
Compliance Checklist are outlined under the
following key questions.

Who is accountable for ensuring
schools are compliant?

School leadership teams and school councils are
accountable for ensuring their school is compliant
with all relevant items of legislation and policy. The
Checklist has been developed to assist schools with
this task.

The Department, through its Regional Offices, is
accountable for monitoring compliance at a system
and school level, and for ensuring that schools are
supported to become fully compliant.

Do all schools have to complete the
Checklist?

Yes, it is mandatory that all Victorian government
schools, including primary, secondary, special and
other settings schools, self-assess against the
compliance items for those items due in each term.
Information from the Checklist assist the central
office, Regional Network Leaders (RNLs) and
Regional Offices in setting priorities and allocating
resources to better support schools in relation to
compliance with Departmental policy and legislation.

How do schools access the Checklist?

The Checklist can be accessed at:
www.eduweb.vic.gov.au/scc.

In order to access the Checklist users will need to
have a valid Edumail login. For Principals, Checklist
access is automatic if their Edumail details are up-to-
date.

Principals can delegate editor access to other
members of staff to assist in the completion of the
Checklist. Instructions on how to do so can be found
in the School Compliance Checklist: School User
Manual. While other members of staff can update or
make changes to compliance items, it is the
responsibility of the Principal to approve these
changes. A compliance item has not been completed
until final approval has been provided.

The Principal is responsible for reviewing and
approving the reported compliance status of the
school on all items, and has the role of approver on
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the Checklist. While the approver role can be
delegated by the Principal, this delegation should
only be to an acting Principal (that is, in the case of
the Principal being ill or on extended leave). Schools
should only have one approver at the school at any
one time.

What areas of compliance are covered
by the Checklist?

An extensive consultation process was undertaken to
identify all items of legislation, regulation and policy
that affect Victorian government schools.

The items are organised into the following functional
groups:

- facilities management

- financial management

- governance

- human resource management

- ICT management

- risk management

- student engagement and wellbeing
- student learning

- student pathways and transitions

- Commonwealth requirements.

All compliance items listed on the Checklist are
regularly reviewed to ensure they are up-to-date and
accurate.

How do schools decide whether they
are fully compliant, partially compliant,
or not compliant?

The Checklist is based on a self-assessment
methodology. Therefore the decision as to the
school’'s compliance status is an on-balance
judgement made at the school and approved by the
school Principal.

In making this decision on their compliance status,
schools may find it useful to use the action points for
each compliance item. For example, if a school has
completed the actions described in 2 of 3 action
points their compliance status is likely to be
considered ‘partially compliant'. If all of the 3 action
points were completed then this would be ‘fully
compliant’. If none were completed, their compliance
status would be ‘not compliant'.
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Are schools expected to be compliant
with all items?

Yes, it is expected that all schools will be self-
assessing their compliance against all compliance
items and will be working towards full compliance.

How often should schools use the
Checklist?

Schools can update the Checklist at any time. It is
expected however, that schools will update the
Checklist at least once a term. At the end of each
term the Department will run a compliance status
report across all Victorian government schools for
compliance items due in that term. RNLs are also
able to run reports to obtain compliance data for
schools within their network.

Wherever possible, the self-assessment has been
aligned with the day-to-day operations of the school.
For example, if the compliance activity occurs in
Term 1 then the scheduled self-assessment will be in
Term 1.

Figure 1: Process for managing compliance

A

Is the school
compliant?

What happens if a school indicates that
it is not compliant with an item?

The process for improving compliance is illustrated
below.

The school will prioritise for action those items they
have self-assessed as not compliant. Highest priority
should be given to legislative requirements, followed
by policy items with a direct relationship to the goals,
targets and key improvement strategies in the school
strategic plan, and finally by other policy
requirements. RNLs can assist schools in this
prioritisation process.

Importantly, the number of compliance items
scheduled for action in any one year should be
manageable and realistic. Depending upon the items
involved, three to five items may be a realistic
number of compliance items to address in any one
year.

Where schools demonstrate ongoing failure to
comply with items, the Office for Government School
Education, through the RNLs and Regional Offices,
will work with schools to assist them in planning for
compliance and will work with relevant offices and
authorities to ensure access to support and
resources to facilitate compliance.

Prioritise compliance items:
1. Legislative
2. Policy with direct relationship
to School Strategic Plan
3. Other policy items

v , v

Link with other
schools that are fully
compliant with the
relevant items

Work with
RNLs and
regional
offices

Contact the program areas
that have responsibility for
guidance in becoming fully
compliant with individual
items

A

Review achievement

through School
Compliance Checklist
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Work collaboratively and
share information/
knowledge with schools
that are not yet fully
compliant
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What support is available to schools in
becoming compliant?

A number of items on the Checklist include direct
links to best practice examples, that schools may find
useful. The number of items with best practice
examples will be increased over time.

Schools can contact the relevant central office
program area, their RNL or Regional Office for
support and guidance in becoming compliant.

In addition, there are a number of things schools can
do to make becoming compliant easier, including:

- linking to another school that is fully compliant with
the relevant item, to enable a sharing of knowledge

- working collaboratively with other schools to ‘share
the load’ of becoming compliant

- using their respective networks, clusters or
Principal collegiate group to support member
schools in becoming compliant with key items

- discussing how their local administrative bureau
could assist (if relevant).

How can schools manage their
documentation?

The Checklist provides schools with a means to
record the details of relevant documentation. For
individual items, space for the person responsible,
document location, additional comments and next
school document assessment date.

These open textboxes are for school use only and
are optional according to school needs. Information
entered in these boxes is not used by the
Department.

What if many schools are struggling
with the same compliance item?

The Department will monitor the level of compliance
with items on a state-wide level. If there is a
significant level of partial or non-compliance with an
item across the state, the relevant policy/program
area will be encouraged to undertake an analysis of
the reasons contributing to partial or non-compliance.
This may mean seeking feedback from a sample of
schools regarding the factors underlying non-
compliance. This could potentially lead to
improvements to the guidelines, the design of
templates or the provision of a greater variety of best
practice examples. It may also lead to improved
targeting of resources.
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Who will have access to the compliance
status of a school?

The school, RNLs, the Regional Office, the Deputy
Secretary, OGSE and the Checklist Administrator will
have access to the compliance status of individual
schools.

Program areas in the Department will have access to
aggregated compliance data by region or school
type, in order to assist them with their planning.
Should a program area wish to undertake an
analysis of the reasons for non-compliance, they will
submit a request to the Regional Directors to access
the names of a sample of schools which are not
compliant with the item under consideration. This will
ensure that the number of requests for information is
not overwhelming and contact with schools is
coordinated.

Will there be any validation of the self-
assessment made by schools?

Yes. During Semester 2 2008, an external validation
review was undertaken. The aims of this were to:

- validate the accuracy of schools’ self-assessment
with compliance requirements

- identify gaps that exist in schools’ understanding of
compliance requirements

- assess the effectiveness of guidance and
templates provided by program areas

- identify issues that are impacting on schools’
capacity and commitment to become compliant

Recommendations from the review have been used
to enhance the operation of the Checklist. Further
validation reviews are planned for the future.

Does the Checklist reduce the number
of requirements with which schools
must be compliant?

No. The Checklist will not reduce the number of
items schools have to comply with. However, it is
designed to identify in one place all existing
requirements. A compliance requirement will only be
removed due to a change to legislation, regulation or

policy.

How does the Checklist apply to a
multi-campus school?

The Checklist is completed on a school-level basis;
that is, one checklist is completed to cover all

campuses. This means that the school is only
compliant with an item if all campuses are compliant.
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What if the item is not applicable to the
school?

Schools will only be asked to self-assess against
those items which are relevant to their school type
(for example, primary, secondary, P-12).

Of the remaining items, it is possible that some may
not be applicable (for example, the requirements
related to school-operated camps). In such
instances, schools should choose ‘not applicable’.

How can a school view a list of all
compliance items?

All users can go to ‘All compliance requirements’ and
view a generic alphabetical list of all requirements.
Users with editor, administrator or approver access
can go to ‘Your school compliance’ and expand the
functional groups using the ‘Expand all’ button to
reveal a complete list of compliance items relevant to
each individual school. This will provide users with
detail such as the school’s status of each compliance
item, the due date of items and the dates items were
approved by school Principals.

How up-to-date are items in the
Checklist and how are items updated?

The Checklist includes the most up-to-date links and
contact details.

If there are any changes to a compliance item, the
item will be listed on the Home Page in the
‘Important Information’ box with a link to the actual
item. Upon opening the item, a description of the
change will be highlighted as an ‘Alert’ message; eg,
Legislation has been amended - see updated
supporting document link. There will also be a ‘red
flag’ next to the item on the school’s list of
compliance items. Even if a school has already self-
assessed the item they should check what the
changes are as it may be necessary to reassess
their compliance with the item.

It is the responsibility of the relevant central program
area to advise the Checklist Administrator of any
change to compliance items or relevant links.

Changes or additions to compliance items must be
approved by the General Manager of the central
program area and be submitted on the relevant
template (see the link to the Change Request Form
under the ‘Further support and Information’ section).

General Managers will be contacted quarterly by the

Checklist Administrator to prompt a review of
compliance items and links in each program area.
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In addition, when program areas submit a
Departmental circular, they are required to advise
whether there will be any impact on Checklist items.

Can the Checklist assist the way we
manage our work at the school?

Schools have given feedback that the Functional
Group headings provide a good framework for
hardcopy filing of the policy and procedure
documents in schools.

The Checklist also enables other members of the
leadership team to work on compliance items
therefore sharing the workload and responsibility.

Document location, person responsible and
comments for each item can be used by schools to
manage completion of tasks and should only be
visible to school users and the Checklist
Administrator.

How can schools provide feedback on
compliance items?

The Department is committed to continuous
improvement of the Checklist and the individual
items included on the Checklist.

Feedback on the Checklist itself can be sent via
email to:
school.compliance.checklist@edumail.vic.gov.au .

Feedback on individual items in the Checklist
(including suggested improvements to guidelines,
templates or good practice examples) can be sent
directly to the contact person for the item and copied
to the above email address.

The Department is keen to access more good
practice examples to link to the Checklist — schools
can contact the Checklist Administrator or the
relevant program areas if they would like to share a
policy or process from their school.
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4. Timelines

Schools are required to finalise their self-assessment
and record their compliance status for all items due in
the current school term by the last day of that term.

The Department will run a compliance status report on
these items at the beginning of the following term.
Dates for these reports are as follows:

5 April 2010 - report run for items due in Term 1
5 July 2010 - report run for items due in Term 2
27 September 2010 - report run for items due in Term 3

27 December 2010 - report run for items due in Term 4
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5. Further support and
information

Specific user manuals are available for schools,
regional users and central office program areas at the
following page:
www.education.vic.gov.au/management/schoolimprove
ment/accountability/checklist.htm.

Schools may receive further assistance from their RNL
or their appropriate regional accountability and
improvement staff. A list of regional accountability and
improvement staff is available on the following page:
www.education.vic.gov.au/management/schoolimprove
ment/accountability/default.htm.

For further support on the requirements of individual
items on the Checklist, schools can contact the
nominated contact person for a particular item shown
on the Checkilist.

Answers to frequently asked questions, a Change
Request Form and a glossary of terms can be found on
the following page:
www.education.vic.gov.au/management/schoolimprove
ment/accountability/checklist.htm.

If you have any further questions, or have difficulty in
completing the Checklist, please contact the Checklist

Administrator:

Email:
school.compliance.checklist@edumail.vic.gov.au.

Phone: 9637 2128
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