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The annual report to the school community provides 
an opportunity for the school council, leadership 
team, staff and students to reflect on the success of 
their improvement strategies and the effectiveness 
of resource allocation, and informs planning for 
improvement in the following year.   

The annual report includes: 

�  a concise report written in plain English that 
gives a clear picture of the school’s context, 
achievements throughout the year and its 
future directions 

�  reporting on progress towards the goals and 
targets and key improvement strategies in the 
school’s strategic and implementation plans on 
a range of mandatory performance indicators 
as outlined in the table below 

�  reporting on school finances through simple 
tables and charts. 

The guidelines ensure Victoria’s compliance with 
the regulations under the Commonwealth Schools 
Assistance Act 2004.  These requirements require 
that the annual report must:  

�  be distributed in hard copy form to all parents 
by end June 

�  be placed online at the school’s website by end 
June. 

A core school performance indicators report, which 
includes all the requisite school performance data, 
is available for each school. Annual report 
templates are also available. 

An annual report must be officially endorsed at a 
meeting of school council before it is submitted to 
the Regional Network Leader.   

Annual reports should be submitted to the Regional 
Network Leader by 31 March each year.  

 

 

 

Mandatory indicators in the annual report to the school community 

School Context 

Parent Satisfaction, Enrolments, Teacher Profile (satisfaction, absence, retention, professional learning and qualifications) 

Student Learning Student Engagement and Wellbeing Student Pathways and Transitions 

Percentage of students achieving at or 
above the National Minimum 
Standards according to their NAPLAN 
results  

Student achievement in VCE 

Student absence 

Student connectedness to school 

Completion rates for students in VCE, 
VET, VCAL  

Years 7-12 retention 

Year 12 destination data 

School Financial Performance and Position 

Summary of revenue / expenditure for the school year / Summary of funds available / financial commitments for the school year 
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Effective schools reflect on their performance and 
progress as a matter of course.  The annual report 
to the school community simply formalises and 
communicates this process. 

Annual reporting is an important tool for effective 
governance within schools and the government 
school system.  Reporting to the school community 
adds value in a number of ways: 

�  Contributing to school planning – the annual 
reporting process provides an opportunity for 
schools to reflect on what was planned and 
what was actually implemented, and what 
impact this has had on meeting student 
outcomes. This informs the school’s annual 
implementation plan for the coming year. 

�  Keeping the school community informed – 
schools are important to their local 
communities.  Parents and families, students 
and school staff make considerable 
contributions to their school.  School annual 
reports provide one way of informing these 
groups on what has been achieved. 

�  Contributing to system accountability and 
meeting legislative requirements – schools 
are part of the publicly funded government 
education system. The information contained in 
annual reports helps the Department account to 
government and parliament for the use of those 
funds. School Councils are required under the 
Education Act (1958) to prepare and publish 
annual reports. This public accountability for 
improving student outcomes and for the use of 
public money is reinforced in the Education and 
Training Reform Act (2006).  
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Schools need to analyse and reflect on 
achievements made during the past year to 
understand the impact of the strategies and 
programs that were undertaken, and to identify 
where progress has exceeded expectations, met 
expectations or was less than anticipated.  

Where progress is greater or less than anticipated, 
it may be necessary to adjust the school’s key 
improvement strategies as reflected in the school 
strategic plan and the annual implementation plan. 
The annual report describes the progress against 
both the school strategic plan and the annual 
implementation plan which helps to inform the 
school’s future plans and directions.  
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The annual report is designed to enhance 
communication with the school community. While 
each school community may go about developing 
its annual report in different ways, there are some 
common practices that underpin effective annual 
reporting, as outlined below: 

�  Focusing on student outcomes and areas 
for improvement – the annual report 
discusses the progress being made towards 
goals, achievement milestones and one year 
targets and the implementation of key 
improvement strategies that the school has 
been focusing on during the year. 

�  Presenting core school performance 
indicators – a select group of performance 
indicators (as evidence of progress in the three 
student outcome areas) are required to be 
reported by every school. 

�  Providing a critical analysis of the school’s 
progress – discussing both positive and 
negative aspects of the school’s progress 
provides the community with a balanced and 
realistic picture of overall progress towards the 
school’s goals and targets. 

�  Avoiding the use of technical language and 
jargon – the annual report is written in plain 
English, so it is clear and easy to understand. 

�  Incorporating images and graphics that give 
a sense of school life – the layout actively 
encourages the school community to read the 
report including the addition of pictures and 
additional graphics. However, the file size of 
the report should be considered.  

�  Maintaining professional standards - the 
report is presented to the school community in 
a professional manner reflecting the values and 
principles of the school and in a way that would 
be expected of the school in representing the 
government school system.  

Checklist 

The following criteria should be considered when 
writing the report: 

�  the report focuses on what the school is striving 
to achieve for its students 

�  the report provides a critical analysis of the 
school’s progress covering both positive and 
negative aspects 

�  the report includes evidence using the core 
school performance indicators and other data 
as appropriate  

�  the report focuses on the outcomes achieved 
for students and areas for improvement 

�  the report includes a financial summary of 
receipts and payments 

�  the report is written in clear and simple 
language that can be understood by the 
broader school community 

�  the report has input from the principal and the 
school council president 

�  the report is presented in a professional 
manner reflecting the values and principles of 
the school. 

The annual report consists of the following sections: 

�  School Overview 
�  Student Progress and Achievements: 

o student learning 
o student engagement and wellbeing 
o student pathways and transitions 

�  Future Directions 
�  Financial Performance and Position. 

Each of the sections is discussed below. 
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Schools include a brief context statement in their 
annual report to provide an overview of the key 
facts and statistics about the school, such as 
students, staff, location and key programs, and what 
the school is trying to achieve for its students as 
identified in the school strategic plan.  Inclusion and 
discussion of the following datasets is mandatory:   

�  student enrolments 

�  parent satisfaction 

�  teacher profile. 

Student enrolments 

Schools include a chart showing the total school 
enrolments for the year being reported, in addition 
to enrolments for the preceding two years (see 
below).  This enables an understanding of 
enrolment trends over time.   

 

Parent Satisfaction 

Schools report on parent satisfaction using the 
general satisfaction variable from the Parent 
Opinion Survey. In the survey parents are asked to 
what extent they agree with the statement "Overall, I 
am satisfied with the education my child receives 
from their school".  The results are shown on a 
scale where 1=strongly disagree and 7=strongly 
agree.  The mean score is reported.  Schools 
include a chart, as well as an accompanying brief 
statement such as: “The average score for parent 
satisfaction with this school is 6.8 on a scale from 1 
to 7, where 7 is the best possible score.” 

 

 

Teacher profile 

�  Teacher Satisfaction - Schools provide a brief 
statement on teacher satisfaction using the 
school morale variable from the School Level 
Report. For example, “The average score for 
teacher satisfaction (morale) at this school was 
78 on a scale from 0 to 100 where 100 is the 
best possible score.”   

No table or graph is required. 

�  Teacher Absence - Schools provide a brief 
statement on total teacher absence from the 
School Level Report. For example, “The 
average number of days absent per teacher 
was 3.2 days.”  

No table or graph is required. 

�  Teacher Retention - Schools provide a brief 
statement on staff retention. For example, “Of 
the 47 teaching staff at nameless P-12 College 
at June 2007 (including those on leave without 
pay), 41 or 87% were still at the school at June 
2008. This figure across all Government 
schools was 87%. 

No table or graph is required. 

�  Teacher participation in professional 
learning – Schools provide a brief statement 
on participation in professional learning. For 
example, “All teaching staff have participated in 
professional learning throughout the year, such 
as the Teacher Professional Leave program, 
Australian Government Quality Teacher 
program and the Induction / Mentoring for 
Beginning program for teachers.”   

No table or graph is required.  
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�  Teacher Qualifications – Schools include the 
statement that “All teachers in Victorian 
Government schools are registered with the 
Victorian Institute of Teaching.  The 
requirements for registration with the Victorian 
Institute of Teaching can be found at: 
http://www.vit.vic.edu.au/content.asp?Documen
t_ID=241.” 

No table or graph is required. 

Checklist 

The following criteria should be considered when 
writing this section of the report: 

�  a concise statement outlining the school 
context, including the school’s goals and 
targets is included 

�  all mandatory indicators are presented and 
discussed 

�  all statements as per the Commonwealth 
requirements are included. 
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Schools may choose to include reports from the 
principal and school council president in their 
annual report.  These reports are intended to 
provide a short overview of the key events and 
activities for the year from the perspective of the 
school leadership team and the school council.  
Collectively, the school context and key reports 
should provide the school community with a sense 
of school life and provide an overview of what has 
been happening and how this fits in with the 
strategic intent of the school.  

Checklist 

The following criteria should be considered when 
writing this section of the report: 

�  an overview of the school’s key activities and 
events of the year is presented 

�  reports are couched in a professional manner 
reflecting the values and principles of the 
school. 
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Schools report on progress towards achievement of 
the goals and targets in the school strategic plan in 
the three student outcome areas – student learning, 
student pathways and transitions and student 
engagement and wellbeing. 

Schools are required to reflect on a range of core 
performance indicators (see box below).  The core 
school performance indicators report, available for 
each school from the school performance data 
website contains all the charts that schools need to 
insert into their annual report. 

Analysis of school performance data should be 
made within the context of any major changes in 
student enrolment levels, staffing arrangements or 
the take-up of new Departmental initiatives.  

Schools should include in their report a commentary 
on the key improvement strategies and professional 
learning activities that have been particularly 
effective in improving student learning outcomes. 

In analysing their data, schools may wish to 
consider some of the following questions: 

�  What did we set out to do last year and what 
did we achieve? 

Student Learning 
Percentage of students achieving at or above 
the National Minimum Standards according to 
their NAPLAN results 
Student achievement in VCE 
Student Engagement and Wellbeing 
Student absence 
Student connectedness to school 
Student Pathways and Transitions 
Completion rates of students in VCE, VET and 
VCAL 
Year 12 destination data 
Student Engagement and Wellbeing 
Student absence 
Student connectedness to school 
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�  What were our key improvement strategies or 
significant activities and how did we go about 
implementing them? 

�  What progress has been made? What evidence 
is there to support this? Discuss and explain 
relevant performance data. 

�  What worked, what did not and what did we 
learn? 

Reference sources may include, for example: 

�  school strategic plan 
�  annual implementation plan 
�  local action plans for programs and initiatives 
�  programs for different student cohorts e.g. 

English as a Second Language (ESL) Program, 
Program for Students with Disabilities (PSD) 

�  Core School Performance Indicators Report 
�  School Level Report 
�  other school level data. 

Checklist 

The following criteria should be considered when 
writing this section of the report: 

�  the report includes the core school 
performance indicators as evidence to 
demonstrate school progress and achievement 

�  the report provides a critical analysis of the 
school’s performance covering both positive 
and negative aspects 

�  the report outlines progress towards goals, 
targets and key improvement strategies 
identified in the school strategic plan. 

Student Learning 

All schools, including primary schools, secondary 
schools, P-12 schools, specialist schools and other 
schools are required to include and discuss this 
section in their annual reports.   

In describing the school’s progress, the core 
performance indicators are presented and 
discussed, together with any other relevant data.    

Wherever a core performance indicator is available, 
it should be included in the annual report.  For 
example, if a specialist school has VCAL completion 
data, it should be included in the annual report as 
outlined below.  

Percentage of students achieving at or 
above the National Minimum Standard 

Schools present and discuss the percentage of 
Years 3, 5, 7 and 9 students who, according to their 
NAPLAN results, are achieving at or above the 
National Minimum standard as it applies to each 
Year Level. 

N.B. Graphical representation of this data will be 
available as part of the core indicators report. 

VCE/VET median study score 

 Where applicable, schools present and discuss the 
median VCE / VET study score.  The median study 
score is the middle score when all the study scores 
obtained by students of the school are ranked from 
highest to lowest.  Data is presented over three 
years.  An example chart is illustrated below.    
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Satisfactory completion rates – Where applicable, 
schools present and discuss satisfactory completion 
rates as follows:    

�  VCE – The percentage of eligible VCE students 
that completed in 2008 

�  VET - This describes the number of VET units 
of competence completed in a year as a 
percentage of those undertaken 

�  VCAL - Percent satisfactory completion of 
VCAL credits. 

Data is presented over three years.  An example 
chart is illustrated below.    
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Satisfactory completion rates
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Percentage of students who made satisfactory 
or better progress in English – Specialist schools 
present and discuss student progress over time.  
Students in the Program for Students with 
disabilities are assessed on their progress against 
their goals in English in their Individual Education 
Plan on a 6-point scale of No Progress, Little 
Progress, Satisfactory Progress, Good Progress, 
Very Good Progress and Excellent Progress.  The 
percentage of students assessed as Satisfactory 
Progress or higher is reported. Data is presented 
over three years.  An example chart is illustrated 
below.    
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Student Engagement and Wellbeing  

All schools, including primary schools, secondary 
schools, P-12 schools, specialist schools and other 
schools are required to include and discuss this 
section in their annual reports.   

In describing the school’s progress, the core 
performance indicators (absence and 
connectedness) are presented and discussed, 
together with any other data to provide evidence of 

achievement in the area of student engagement and 
wellbeing.   

Average number of absent days per student – 
Schools present and discuss the average number of 
absent days per FTE student headcount across the 
school.   Data is presented over three years.   An 
example chart is illustrated below.    
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Students© school connectedness – Schools 
present and discuss the school connectedness data 
from the Student Attitudes to School Survey.  
Students in Years 5 to Year 12 are asked to what 
extent they agree with each of five statements (I feel 
good about being a student at this school, I like 
school this year, I am happy to be at this school, I 
feel I belong at this school, I look forward to going to 
school) on a scale where 1=strongly disagree and 
5=strongly agree.  The mean score is reported.  An 
example chart is illustrated below.    
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Student Pathways and Transitions  

All schools, including primary schools, secondary 
schools, P-12 schools, specialist schools and other 
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schools, are required to include and discuss this 
section in their annual reports.   

Secondary schools are required to include and 
discuss the following information: student 
destinations and retention rate between Years 7 
and 12. 

Primary schools may wish to report on exit 
destinations of Year 6 students; parent satisfaction; 
student attitudes to schools; and any locally derived 
evidence of achievements with transition programs 
that have been developed and implemented, 
including programs for students with disabilities, 
transitions for students joining the school during the 
year or returning to the school after a long absence.  

Schools may choose to include other data to 
provide evidence of achievements in student 
pathways and transitions. 

Student destination data (included in the annual 
report as “What happened to Year 12 students on 
leaving school”) is sourced from the On Track 
survey of Year 12 completers conducted in April 
and May of the year after they completed school.  
On Track data excludes students with international 
addresses.  Note that, for example, the 2008 On 
Track survey which followed up completers in 2007 
appears in this report as 2007 data.  Also note that 
as this report is produced in March, and the On 
Track data is published in May/June, there is a time 
lag of over 12 months on the data in this report. 

Definitions of the destination categories are 
explained below. 

�  University enrolled - The percentage of young 
people that responded to the survey that were 
enrolled in a university course. 

�  TAFE/VET enrolled - The percentage of young 
people that responded to the survey that were 
enrolled in a TAFE/VET course. TAFE/VET 
courses are vocational education and training 
courses at a variety of certificate levels, mainly 
at Certificate IV and above. 

�  Apprentice/Trainee - The percentage of young 
people that responded to the survey that are 
undertaking an apprenticeship or traineeship. 
Apprenticeships and traineeships combine paid 
work and relevant training underpinned by a 
training agreement. 

�  Employed - The percentage of young people 
that responded to the survey that are employed 

either full time or part time that are not 
undertaking education or training excluding 
deferrals. 

�  Looking for Work - The percentage of young 
people that responded to the survey that are 
looking for work and are not undertaking 
education or training excluding deferrals. 

�  Deferrals - The percentage of young people 
that responded to the survey that have deferred 
a tertiary place and who are employed or 
looking for work. 
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Retention rate between Years 7 & 12 – Schools 
present and discuss the number of Year 12 full-time 
equivalent students enrolled in August expressed as 
a percentage of Year 7 enrolments in February five 
years earlier. Data is presented over three years.  
An example chart is illustrated below.    
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Informing the school community about the school’s 
future plans is an important aspect of annual 
reporting. It communicates to the school community 
the school’s outlook for the following year as well as 
those student outcome areas requiring further 
improvement. The school strategic plan informs this 
section of the report.  
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This section of the report enables schools to make 
connections between performance outcomes over 
the past year and how these translate into plans for 
improvement in the coming 12 months. In effect, 
schools will provide a summary of the new annual 
implementation plan. 

Where progress is greater or less than anticipated, 
it may be necessary to adjust the school’s key 
improvement strategies as reflected in the school 
strategic plan and the next annual implementation 
plan. 

Checklist 

The following criterion should be considered when 
writing this section of the report: 

�  The report details key improvement strategies 
and programs to be implemented in the 
following year consistent with the school 
strategic plan. 
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As part of the publicly funded education system, 
schools are accountable to the public and 
government for the efficient and effective use of 
those funds. The annual report must include: 

�  a summary of the school council’s financial 
performance  (revenue/expenditure) for the 
school year 

�  a summary of the school council’s position for 
the school year (funds available/financial 
commitments) for the school year. 

This summary is required to be consistent with the 
school’s Operating Statement, Balance Sheet and 
Financial Commitments Summary, as certified by 
the principal and school council president at 31st 
December 2008.  Certification of these statements 
by the principal and school council president is 
compulsory at year end as part of the school audit 
framework. Please note that Total Financial 
Commitments of the school should equal the Total 
Funds Available. 

School Resource Package (SRP) funding and 
expenditure for centrally paid salaries are not 
included in this summary.  

Provided below are examples of the relevant tables 
that must be used to report on a school’s financial 
performance and position. These tables are 
included in the annual report templates which are 
available at the website indicated in the Further 
Support and Information section. 

Appendix 1 provides advice on how this information 
can be accessed through CASES21 Finance and 
used to complete this section.  

A commentary relating to the school’s financial 
performance should also be included as part of the 
annual report, including: 

�  an outline of the reasons why the annual result 
was a surplus or deficit 

�  an explanation of any extraordinary revenue or 
expenditure items 

�  any new sources of funding the school gained 
access to during the year; for example special 
grants or fundraising initiatives 

�  any additional funding the school received 
(state / commonwealth) beyond the School 
Resource Package including the purpose of 
that funding and its link to improvements to 
teaching and learning. 

Schools may also wish to include graphical 
representations (pie charts, bar graphs etc.) of the 
above amounts. 

Please note that a school’s financial commitments 
will include both its legal obligations to pay creditors 
(Accounts Payable) as well as commitments School 
Council has made in relation to future projects or 
programs. 

Checklist 

The following criteria should be considered when 
writing this section of the report: 

�  the report provides a summary of school 
council’s financial performance 
(revenue/expenditure) for the school year - 
Operating Statement - Summary 



 

Page 12 of 16 

�  the report provides a  summary of the school 
council’s financial position for the school year 
(funds available/ financial commitments) for the 
school year – Financial Commitment Summary 

 

Financial Performance and Position 
tables 

Financial Performance – Operating Statement 
Summary 

for the year ending 31st December, 2008 
Revenue  2008 Actual 
DE&T Grants  
Commonwealth Government 
Grants  

State Government Grants  
Other  
Locally Raised Funds  
Total Operating Revenue  
  
Expenditure  
Salaries and Allowances  
Bank Charges  
Consumables  
Books and Publications  
Communication Costs  
Furniture and Equipment  
Utilities  
Property Services  
Travel and Subsistence  
Motor Vehicle Expenses  
Administration  
Health and Personal 
Development  

Professional Development   
Trading and Fundraising  
Support/Service  
Miscellaneous  
Total Operating 
Expenditure  

  
Net Operating Surplus/-
Deficit  

Capital Expenditure  
Please note that the above amounts do not include 
any credit revenue or expenditure allocated or spent 
by the school through its Student Resource 
Package 
 

�  the financial report is consistent with the 
audited financial statements of the school 

�  the Total Financial Commitments of the school 
should equal the Total Funds Available - 
Financial Commitment Summary. 

 
 
 

Financial Position 
as at 31st December, 2008 

Funds Available 2008 Actual 

 High Yield Investment 
Account  

Official Account  
Other Bank Accounts( listed 
individually)  

(insert)  
(insert)  
(insert)  

Total Funds Available  

Financial Commitments 2008 Actual 

School Operating Reserve  
Co-operative Bank Account  
Assets or Equipment 
Replacement <12 months  

Revenue Receipted in 
Advance  

Building/Grounds including 
SMS < 12 months  

Region /Clusters Funds   
Provision Accounts < 12 
months  

Repayable to DEECD  
Other recurrent expenditure 
(Accounts payable)   

Asset/Equipment 
Replacement > 12 months  

Buildings/Grounds inc SMS > 
12 months  

Region/Cluster Funds > 12 
months  

Provision Accounts > 12 
months  

Co-operative loans > 12 
months  

Beneficiary/Memorial 
Accounts  

Total Financial  
Commitments  
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All schools are required to prepare an annual report 
to the school community each year.  This includes 
schools in their Year of School Self-Evaluation, 
Review and Planning. School governance 
arrangements require the annual report be tabled at 
a school council meeting for ratification and 
endorsement.  

Once endorsed the annual report must be submitted 
to the Regional Network Leader.   

Annual reports are submitted to the Regional 
Network Leader by 31 March each year. 

Following endorsement of the annual report, a 
special annual meeting should be organised to 
communicate this information to the wider school 
community and address any issues that may arise. 

A copy of the annual report should be archived at 
the school. 
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An important part of engaging the school community 
in the annual reporting process is ensuring that the 
annual report is made available to every family.   

Each year school councils are required under 
legislation to conduct an annual meeting.  The 
school’s annual report is presented by the school 
council at this meeting.  

In order to satisfy the Commonwealth Schools 
Assistance Act 2004, schools are required to 
distribute an annual report in hard copy form to all 
parents by the end of June.  Schools may choose to 
provide a copy of the annual report to parents with 
the student report card.  

Additionally, the annual report must also be placed 
online at the school’s website by the end of June. 
Schools without a website should contact their 
regional office for further advice.   
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Where can I access the annual reporting 
templates? 

Templates have been designed to assist schools in 
the development of their annual report.  

These templates can be accessed via the School 
Workforce Reform and School Improvement 
Division website. The weblink can be found in 
Further Support and Information. 

The Core School Performance Indicators Report will 
be provided in both Adobe Acrobat and Excel 
format, with the Excel file containing the source data 
and charts. 

What role does the School Level Report 
play? 

The School Level Report will continue to be 
provided to schools in February each year. It 
contains more comprehensive and detailed 
information and data on school and student 
performance – it also includes a number of the 
datasets schools will need to report on for the new 
Commonwealth requirements. The School Level 
Report should support the information presented in 
the annual report.  

A copy of the School Level Report should be made 
available to members of the school community on 
request.  

What if there is no data available?  

Schools do not need to report on data that is not 
relevant to their school. 

What do I need to consider in terms of 
privacy? 

All schools should be aware of privacy obligations in 
relation to presenting the annual report to the school 
community, particularly where staffing levels and 
year level cohorts are small. 

These privacy obligations will be detailed in the 
School Level Report.  
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How is the school council involved in school 
annual reporting? 

The school council is an integral part of the 
governance structure of the school and their role 
includes: 

�  monitoring progress of the development of the 
annual report to the school community  

�  contributing a summary report for inclusion in 
the annual report (optional) 

�  providing feedback to the leadership team on 
draft versions of the annual report  

�  endorsing the annual report  

�  holding a public reporting meeting and inviting 
the school community to discuss the content of 
the annual report. 

How are the school principal and the school 
leadership team involved in annual 
reporting? 

The school principal plays a central role in annual 
reporting, both in the role of principal and executive 
officer of the school council. The principal, 
supported by the school leadership team, is 
responsible for: 

�  keeping the school community, including staff, 
students, council and parents informed of 
progress against the school strategic plan and 
annual implementation plan 

�  contributing a summary report for inclusion in 
the annual report (optional) 

�  development of the annual report for 
consideration by the school council 

�  ensuring the school community is provided with 
a copy of the annual report 

�  organising a public reporting meeting to 
communicate the annual report to the school 
community 

�  making the School Level Report available for 
members of the school community who request 
a copy. 

How are the regions involved in annual 
reporting? 

Regional Network Leaders are accountable for the 
performance of schools within their networks and 
oversee a range of school support services.  
Regional Network Leaders and regional office 
personnel are responsible for: 

�  providing training, support and advice to 
schools in the annual reporting process  

�  helping schools to ensure that annual reports 
are consistent with the School Accountability 
and Improvement Framework and departmental 
policy. 

What is the role of the Department’s central 
office? 

The School Workforce Reform and School 
Improvement Division is responsible for: 

�  developing the Department’s policy framework 
for annual reporting, including guidelines and 
templates 

�  providing training and support to regional office 
and schools in the annual reporting process  

�  providing a forum for sharing good practice in 
annual reporting across the state 

�  monitoring and evaluating the annual reporting 
process to support continuous improvement. 

How are parents involved in annual 
reporting? 

Parents are a key part of the school community and 
should: 

�  receive a copy of their child’s school’s annual 
report 

�  attend the public reporting meeting to provide 
input and promote discussion about the annual 
report.   
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Schools may find the following web-links and documents useful: 

Overview of the Accountability and Improvement Framework for Victorian Government Schools:  

http://www.education.vic.gov.au/management/schoolimprovement/accountability/default.htm  

Annual report templates:  

http://www.education.vic.gov.au/management/schoolimprovement/accountability/report.htm 

Commonwealth requirements for schools in relation to annual reporting:  

http://www.austlii.edu.au/au/legis/cth/consol_reg/satatcaor2005891/index.html 

School performance reports:  

http://www.education.vic.gov.au/management/schoolimprovement/performancedata/performancereports.htm 

Regional Network Leaders and regional accountability and improvement personnel can provide further assistance 
to schools.  A list of regional accountability and improvement personnel can be located at:  

http://www.education.vic.gov.au/management/schoolimprovement/accountability/default.htm 

To contact the School Workforce Reform and School Improvement Division regarding the School Accountability 
and Improvement Framework, please email: 

 schoolaccountability@edumail.vic.gov.au 
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Financial Performance  

Schools should use their Operating Statement -Detailed (GL21150) as the basis for their Financial Performance 
component of their annual report.  Schools should ensure that all relevant family charges have been written off, or 
adjusted via balance day adjustment journal, prior to end of year.   

For more information on the CASES21 Finance Operating Statement schools should refer to The Guide to the 
C21F Operating Statement that can be found on the School Financial Management website: 

http://www.education.vic.gov.au/management/financial/. 

For more information on processing balance day adjustments and write offs in C21F, schools should refer to the 
C21F Process Guide – Section 11 End of Year Procedures. 

Financial Position  

In developing the Summary of Financial Position component of their annual report schools should use their 
CASES21 Finance Balance Sheet (GL21160S) and the Financial Commitment Summary for the Year Ended 31 
December 2008 (GLBANK21002).  

It should be noted that the descriptions provided in the financial commitments section of the table replicate some 
of the descriptions in GLBANK21002. Schools may change these descriptions to suit their reporting requirements 
as required so long as the total commitments reported remains equal to the total funds available amount.  

For more information on the CASES21 Finance Balance Sheet schools should refer to The Guide to the C21F 
Balance Sheet that can be found on the School Financial Management website.  

http://www.education.vic.gov.au/management/financial/. 

For more information on the Financial Commitments Summary schools should refer to Circular 460/2007 
Financial Commitment Summary. 
http://www.eduweb.vic.gov.au/edulibrary/public/schadmin/Management/Finance/School_Circular_Ss460-2007_financialcommitment-clr.doc 

For more information on School Operating Reserves schools should refer to Circular 461/2007 Benchmark for 
School Cash Reserves  
http://www.eduweb.vic.gov.au/edulibrary/public/schadmin/Management/Finance/School_Circular_s461-2007_cashresbenchmark-clr.doc 

 

 
 

 


