






SOME THOUGHTS ON FIRST PROGRAMMES. 

It is very common to find that young teachers over-estimate the 
ground they wish to cover in a given period, so be prepared to re­
cast your first thoughts and plans. 

Refer to the curriculum constantly. Be sure of what you have 
to teach and do not forget that the curriculum notes offer much 
good advice. State in your programmes the understandings you 
expect your class to have when you have finished your teaching. 

Realise that there will be a great deal of research to be done 
to give you a proper grasp of the material you will have to teach. 
This should go beyond the simple test the class uses. 

In the skill subjects, base your work for the first few weeks 
on re-teaching and revision of the previous year's work with just 
enough new work to maintain proper interest. You will find that 
one progranme (i.e. one month or six weeks) is largely determined by 
the value of the one preceding it. Unexpected difficulties and set­
backs sometimes upset the best laid plans, which have to be modified. 
For this reason somebody else's programme is not really much help to 
you, except as a guide to method of presentation. Your own pro­
gramme must be made to fit your own class for the present year. 

The work you do in revision for a few weeks will give you plenty 
to keep the class busy while you plan your attack on the new work 
of the year. Actually, the DAILY WORK PAD seems to be the immediate 
MUST, rather than the progranme. Whatever you do, plan to keep the 
class busy all day. This will minimize control difficulties. In 
a week or two you will have a much truer idea of the ability of the 
class and you will make your planning more effective than it would 
be if you rushed in too fully too soon. Some start by programming 
for the whole year in some subjects. This shows ccmmendable 
industry but is often a waste of much effort. The form of pro­
gramming will vary considerably from school to school. Most of you 
will find that the Headmaster has his own ideas on programming. 
Seek his advice as soon as you can and make sure that you fully 
understand what is required. If in doubt ASK, but be sure that your 
programme IS submitted ON TIME. 

EDUCATION DEPARTMENT REGULATIONS. 

Each school is supplied with a copy of the Education Regulations 
and all amendments. If you wish to peruse these, ask your Head­
master, Headmistress or Principal. If you are in doubt about, or 
wish to take action under the Regulations, first discuss the matter 
with one of the administrative staff in your school. If you are 
still in doubt, consult the Education Department. 
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Attendance. 

Regulation 11 (1) If a child on the roll of a school is absent, 
a parent of the child on being required by the class teacher, or 
the headmaster, shall forward a written excuse for the absence of 
the child. 

(2) A teacher shall forward to a parent of any 
child who is absent for one half day or longer an absentee note 
which shall be despatched within two days of the first half day's 
absence of the child. 

(4) (a) A teacher shall file for reference all 
letters of excuse received by him for a child's absence from school. 

For further details check Regulation 11. 

Health Provisions. 

Regulation 18. A child who attends a school in a dirty condition 
shall on being so required by the teacher, cleanse himself or return 
home for the purpose of cleansing himself. 

General - Discipline and Conduct of Teachers and Pupils. 

Regulation 24 (1) Every teacher shall make himself acquainted 
with the Regulations and Administrative Instructions supplied to his 
school. 

(2) A teacher is bound by, and shall comply with, 
all administrative instructions which apply to him. 

Regulation 26 (b) A teacher shall not inculcate or attempt to 
inculcate in a student any sectarian, denominational, or party 
political propaganda. 

Regulation 33 (1) (a) Corporal punishment may, as a last resort, 
be inflicted by the headmaster of a school, or by a teacher on the 
staff of that school under the direction and on the responsibility 
of the headmaster. 

(b) A person who inflicts corporal punishment 
on a child shall immediately after so doing, enter particulars there­
of and details of the offence in the school punishment book. 

(c) The sole responsibility for the use of 
the cane in a school is vested in the headmaster of that school. 

(2) (a) Corporal punishment may be inflicted for 
offences against morality, for gross impertinence, or for wilful and 
persistent disobedience. 

The remainder of Regulations 33 and 34 should be studied carefully 
by all young teachers. 
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Living Allowance. 

Regulation 108 (1) A teacher who livea away from home and is 
required td pay board in exoeas of sixteen dollars ($16) per week is 
entitled to and shall be paid by way of an allowance the amount by 
which the board exceeds sixteen dollars ($16) per week subject to the 
conditions that -

(a) the allowance does not exceed ten dollars per week, 
(b) the allowance is not payable in respect of board during 

the summer vacation. 

Check paragraphs (c), (d), (e), and (f) of this regulation for 
other conditions. 

(2) A married teacher who takes up an appoint­
ment necessitating the transfer of his home and finds it neceBBary 
to obtain boarding accommodation while seeking a home is entitled to 
and shall be paid an allowance of sixteen dollars per week subject to 
the conditions listed in Regulations. 

Marriage. 

The following extract from Education Circular No. S of June, 1973 
states clearly the position of the Administrative Procedures to 
apply on marriage. 

"ADMINISTRATIVE .PROCEDURES TO 'APPLY ON MARRIAGE. 

Procedures relating to permanent women teachers who marry and 
wish to continue teaching have lately been reviewed and liberalized. 
The following conditions governing status and employment will hence­
forth apply equally in all divisions of the Department. Conditions 
affecting women who marry during teacher training are also outlined 
below. 

Perman.snt teaohers not under bond oontinuing to teaoh in the 
same sahoot will be entitled to retain permanency of status in 
accordance with Regulation SSA. Continuation of appointment in the 
same school cannot be guaranteed in the new and subsequent years, but 
the attempt would then be made to arrange a satisfactory transfer. 

Permanent teaohers not under bond requil"'ing a transfer dul"'ing the 
year as a resuit of maz,riage may remain on the permanent staff (in 
accordance with Regulation SSA) and be employed in the new location 
if possible. Otherwise they will be granted leave without pay. The 
transferring married teacher does not possess an automatic right to 
displace existing (including temporary) staff. 

Permanent teaahers under bond who ma.rry continue on the permanent 
staff (in accordance with Regulation SSA). If a transfer is needed 
these teachers will be employed if possible. Otherwise they will be 
granted leave without pay. In this instance the Department will 
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reconunend to the Minister that this time count for the purpose of 
satisfying bond commitment. 

Women who marry whiZst in teaahers' aoZZege will have the follow­
ing choices and be governed by one of the following sets of conditions 
according to the terms of the Teachers' College Agreement signed: 

(a) If on probation (that is marrying within first year 
of training) the trainee may retire from training, 
thereby beoaning responsible for repayment of half 
of the commitment to that time, or the trainee may 
elect to continue in training withoµt further allow­
ances. On completion of training this teacher is 
on the permanent staff and bonded with the monetary 
commitment determined by the amount of allowances re­
ceived before marriage. 

(b) If not on probation (that is, marrying after the 
first year of training) the same situation applies 
as for trainees in their probation year with the 
added choice available of continuing with allowances. 
This latter choice increases the monetary commit­
ment but leaves unaffected the other essential con­
ditions, bonded and entitled to permanency of status. 

Women who nrz.rrry on aompZetion of training and prior to taking up 
an appointment will be governed by conditions broadly similar to 
those for teachers under bond who marry; that is, they will retain 
permanency of status (subject to probationary service), be employed 
if possible, otherwise granted leave without pay with the time 
counting as service for bond conuni tment purposes • 

DATE OF OPERATION. 

These conditions will come into operation with the publication of 
this issue of The Education Circular. 

Teachers who were affected by other procedures which applied 
prior to the appearance of this issue of The Education Circular will 
be given an opportunity to apply for a review of their status at 
some future time when procedures to govern this situation have been 
defined." 

Misconduct and Complaints. 

Regulation 134 (1) For the purpose of securing and enforcing the 
discipline of teachers in the Department, the Director-General may 
for misconduct, which expression includes breach of any Departmental 
order lawfully given and absence from school without leave, or for 
breach of these regulations, or gross inefficiency -
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{a) fine a teacher, 

(b) transfer a teacher at his own expense, 

(c) reduce a teacher to a lower class or grade, 

(d} reduce a teacher from one position to another, 

(e) suspend or dismiss a teacher. 

Appointment. 

Regulation 62. A teacher's first appointment in the service of 
the Department shall be on probation and his classification shall 
be provisional, and the teacher is liable to have his classification 
reduced or his appointment cancelled unless a satisfactory report 
on his efficiency as a teacher has been received by the Director­
General within two years. 

Certification. 

Regulation 76 (2) Certification of a teacher depends upon 
attainments based on examinations as prescribed together with sat­
isfactory service. 

Leave. 

Regulation 115. No teacher shall be absent from duty unless 
he makes application for leave of absence on a Departmental form 
which is obtainable from the office of the Director-General (forms 
are obtainable from Heads or Deputies}. 

Regulation 119 (1) A teacher who serves in a school and does 
not attend the school on its re-opening after the smnmer vacation 
forfeits his salary and other remuneration for that period of the 
vacation conunencing on the first day of January and ending on the 
day of the re-opening of the school, unless the Minister in his 
absolute discretion for such special reasons as he thinks fit 
directs otherwise. 

(2) (a} A teacher who does not resume work on the 
termination of any period of school holidays, other than the 
sununer vacation, forfeits his salary and other remuneration for 
that period unless he furnishes to the Director-General a medical 
certificate, given by a government medical officer, of his in-
ability to resume work on account of ill health or such other evidence 
of his inability to reswne work as the Minister considers sufficient. 

SALARY SCALES 

Certificates will be awarded to College students who obtain a 
satisfactory teaching mark together with all necessary subject 
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passes. Placement on the salary scale will be as under:-

Three-year trained: Table II Column F, Grade 6. 
Table I Column A, Grade 4. 
awarded are provisional.) 

Four-year trained: 
(Note: Certificates so 

Conditional Certificates of lower grades than those above will 
be awarded to students failing in teaching, compulsory subjects or 
uncompensated units of study. 

Basic salary scales are subject to constant revision by re­
classification. Refer to The Education Circular for complete 
details of salary scales according to qualifications. 

TEACHERS' HANDBOOK AND ADMINISTRATIVE INSTRUCTIONS. 

The Teachers' Handbook and Administrative Instructions contain 
much valuable information for teachers and should be read regularly 
and in context with The Education Circular. 

The Handbook contains information on the following subjects, and 
there will be a copy kept by the headmaster: 

Administrative Instructions - Section A. 

Division 1. Records, Returns and Registers. 
2. Allowances. 
3. Buildings. 
4. Staff. 
5. Free Stock, Equipment, Materials. 
6. School Management. 
7. Accounts. 
8. Visitors. 

Teachers' Handbook - Section B: 

Part 1 

Part 2 

9. 
10. 
11. 
12. 
13. 
14. 

15. 
16. 

School Management 

General Instructions to Teachers. 
Health Provisions. 
Buildings, Furniture and Grounds. 
Books, Materials and Equipment. 
Special Days. 
Admission to Secondary Schools. 

Scholarships. 

Scholarship~ for Students. 
Scholarships and Exchanges for Teachers. 
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Part 3 

Part 4 

Part 5 

17. 
18. 
19. 
20. 
21. 
22. 

23. 
24. 
25. 
26. 
27. 
28. 

29. 
30. 

Teachers 

Examinations. 
Transfers. 
Salaries and Allowances. 
Pranotions. 
Quarters and Acconmodation. 
Retirement and Leave. 

Special Services 

Guidance and Special Education. 
Audio Visual Education. 
Publications. 
Library Services. 
Correspondence Education. 
Youth Education. 

Teacher Education 

Teacher Education Courses. 
Transition from Training to Teaching. 

Part 6 discusses "Other Organisations", namely the Parents and 
Citizens' Association. There are also ·six appendices at the end of 
Part 6. 

FORMAT FOR LETTER TO EDUCATION DEPARI'MENT 

Two­
inch 
margin 

Education Department, 
Parliament Place, 
WEST PERTH, W.A., 6005. 

(Through Headmaster or Principal) 

Re: (Subject of Letter) 

Content 

Name 

I.D. Number -------
(See STAFFING CIRCUIAR or PAY ADVICE SLIP.) 
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Headmaster Primary lA 

PRIMARY PROMOTION OUTLINE 
(as at Aug. 1974) 

Promotion List after two years' service 

1 
Headmaster Primary I 

t 

Principal District High I 

/ 

(Salary equal to Head lA) 
Degree or equivalent plus 
Certificate required. 

Promotion List after two years' service 

Two separate promotion lists 
Primary I and District High I. 

Higher 

Headmaster Primary II Princi~l District High II. 
Reg. 169 (f} - Degree or equivalent 
or pass in Science and Mathematics 
at Leaving. In all cases the THC is 
required. 

l 
Promotion List after two years. 
Teachers' Higher Certificate a pre-requisite. 
Deputy Principals (Primary} (D.H.S. I or II) who possess 
the T.H.C. will qualify, after two years' service, for 
placement on the Class II Primary Promotion List. 

Headmaster P~imary III - First Promotional Position 

Note: To be eligible for a Promotion List (Headmaster Primary III) 
a teacher must have either a T.H.C. OR be a Headmaster 
Primary IV for two years and have a Teachers' Certificate. 
He must have had satisfactory service and completed four 
years' service with the Department. 

Promotional Positions 

In District High Schools I there will be a Deputy Principal 
(Primary) appointed from Class III Promotion List or by transfer 
from Class III School. Required qualification: T.H.C. This 
position is open to both men and women. 

In District High Schools II there will be a Deputy Principal 
(Primary}, appointed from Class III Promotion List or by transfer 
from Class III School. Required qualification: T.C. This position 
is open to both men and women. 
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SECONDARY PROMOTION OUTLINE 
(as at Aug. 1974) 

Principal 

Principal District High I. 

Deputy Principals (Secondary) 
and Principal Mistresses 
(D.H.S. I) possessing the 
T.H.C., degree or equiv­
alent will qualify after two 
years' service, for placement 
on the list for Principal of 
District High School II pro­
vided they have eight years' 
teaching service and have 
applied for such placement. 

Principal District High II. Deputy Principal (T.H.C. required in 

Deputy Principal 
District High. Cl. I. 

Note: 

addition to degree 
or equivalent.) 

First Promotional Position 
Degree or equivalent required. 

Initial Appointment 

Senior Master 

1. To be eligible for promotion to Senior Master/Senior Mistress 
a teacher must have a Degree or its equivalent. 

2. For promotion to Deputy Principal or Principal Mistress the 
Teachers' Higher Certificate is required in addition to degree 
or its equivalent. 
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3. For clarity, Deputy Principal, Agricultural Junior High School, 
has been omitted. This is an equivalent position to a Deputy 
Principal of a school under 600. 

4. On appointment to Principal the teacher will have his name 
placed on a transfer list for secondary Principals for transfEr 
purpose. 

5. Class I Junior High School enrolment on average 400 (130 post 
primary). 

6. Students who do not complete Certification requirements will 
be advised in writing of the subject to be completed at the 
Supplementary Examinations conducted prior to the commencement 
of School in 1975. 
Students who do not complete certification requirements at the 
January-February supplementary examinations must contact the 
Registrar, Graylands Teachers College who will advise what 
procedures should be followed. This should be done as soon 
as results become available. 

TEACHERS' HIGHER CERTIFICATE. 

It should be the aim of all teachers to attempt to raise their 
professional qualifications to the level where the four-year trained 
status is achieved by a large majority of Departmental teachers. 

The Higher Certificate Studies provide a course for primary 
teachers that enables them to achieve full professional status and 
its accompanying advantages. 

Service and Efficiency Requirements. 

To qualify for the Higher Certificate a teacher must have 
served with the Education Department for a period of eight years 
inclusive of training and teaching, e.g. 

Length of College Course 

Three years 
Four years 
Five years 

Required Teaching Period 

Five years 
Four years 
Three years 

A teacher with the ·satisfactory service will, on satisfying 
the academic requirements of the Higher Certificate, be granted the 
qualification as from January lst, March lst, July lst, October lst, 
which next follows the completion of the academic requirements. 
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Academic Requirements. 

Two Year Initial Training: 

1. Theory of Education - Section A (Two Units) 
Section B (Two Units or Thesis or 

Research) 

2. Thesis on an approved topic other than an education topic. 

Three Year Initial Training: 

1. Theory of Education - Section A (Two Units) 

Note: 

Section B (Two Units or Thesis or 
Research) 

(a) The minimum time to complete the Theory of Education 
(Sections A and B) is two years. 

The minimum time to complete the approved Thesis is 
four terms. 

(b) Exemptions are subject to constant revision. For com­
plete details of requirements it is recommended that 
teachers refer to officers at -

The Further Education Centre, 
160 Hamersley Road, 
SUBIACO, 6008. 

GENERAL COMMENTS. 

Teachers intending to conunence studies for the Higher 
Certificate are advised -

{a) Enrolment without late fee is possible until December 3lst 

{b) Lectures usually begin about the first week in March and 
are held at In-Service Centre, Bagot Road, and at 
Secondary Teachers College between 4 p.m. and 6 p.m. 

(c) Teachers living in the metropolitan area and within 
reasonable distance of lecture rooms are required to atten 
classes. 

(d) During each week one lecture of two hours' duration is 
given for each unit. 

(e) Correspondence tuition for teachers living outside the 
metropolitan area is provided for all units. 

{f) A satisfactory attendance at lectures is required or can­
didates are not permitted to enter for the examinations. 
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(g) Correspondence candidates are required to submit regularly 
fortnightly exercises based on the texts and study guides. 
Failure to co~olete these may results in deferment of the 
course. 

SUPERANNUATION. 

Superannuation provides one of the means of enjoying retire­
ment in comfort and security; it enables a person to maintain, in 
retirement, the standard of living to which a teacher has become 
accustomed. 

Besides providing age retirement benefits, superannuation is an 
important fonn of assurance against the risk of death or invalidity. 

The State superannuation scheme offers valuable family pro­
tection on death before or after retirement or on early retirement 
due to ill health. 

Superannuation is available o teachers on the permanent staff, 
and currently the State meets approximately 80% of the cost of 
pensions payable. 

A provident account is incorporated in the Superannuation Act. 
It is particularly attractive for teachers who prefer savings as an 
alternative to superannuation. 

Subscriptions to both superannuation and the provident fund 
are allowable deductions for income tax purposes. 

All teachers are urged to join the Superannuation Fund. The 
cost of contributions will depend upon four factors - sex, age, 
elected retiring age, and the number of units taken. 

For further information, contact the Superannuation Board of 
W.A., 32 St. George's Terrace, Perth, Phone 25.0231. 
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