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LEXICON
INTRODUCTION

LEXICON [Lutheran Education Information Collection Network] is the national school database for Australian
Lutheran schools and early childhood services.

Through LExXICO8¢hool [*], regional ad national leaders are able to access data for:

GNI O1Ay3 aGFFF GKNRIAK GKS [dzi KSNIy / KdzZNOK 2F | dzi
recording Valuing Safe Communities training

service histories for staff

generating reportsdr staff within their ghool or region

ISYSNI GAy3 NBIA2YLE Wodd 1 6221aQ 6S3 al{Ay3a [/ 2yyS
communicating with groups within regions or nationally

statistical information for strategic planning purposes

= =4 =4 -8 -4 -4 -1

Your contribution aa LExXICOMdministrata is valuable and greatly appreciated.

pe
oy
Qx
(@

[l ¢ KNRdzaK2dzi (GKAE KFyRo221Z GKS GSN¥Y waoKz22tQ sAft 08 Qdzd&EA R2
refer to a primary school, a secondary school, a college, a kindergarteesehpol, a child care centre, etc. The t&t@ O @syénéric
and inclusive

Who should be appointed asExICOMdministrator?
School principals and regional direcawill approve staff to act as school or regional LExIGibihistrators.

Whenshould data be updated?

Ideallyschool @ministrators should add a staff member or amend data when they become aware of the
change. LEA requires all data to be accuratBdiyruaryeach yearand at theend of terms one, two and
three. Changes in staffing manclude: appointment of newstaff, resignation or retirement of staff or existing
staff changing FTE, role, year levels taught, specialities or subjects tahghdtaff data entry form (see
Appendix 5) can be used to assist in the collection of datdyrdéor entry into LEXICON.

Privacy Policy
The data recorded in LEXICON is covered by the LEA Privacy Policy (see Appendix 7) which says in part:

1. LEA will take reasonable steps to protect the personal information held from misuse and form
unauthorised acess, modification and disclosu

2.191'Q&a adFFF INB NBIdANBR (2 NBaLISOG (GKS O2yFTARSY
Lutheran ECEs, schools, college and regional office staff and other individuals

3. Examples of personal information can irddu(without limitation) the nane, age and date of birth of
the individual

LEXICON administrators act on behalf of LEA and need to be aware of and agree to meet the requirements of
the LEA Privacy Policy.

Need help?
Administrators will find help readily aitable:

Online helpnotes aravailablewhen the mouse hovers ovenost data fields

/I tA01TAY3 2y GKS Wl St LIQ forimostseéctidnd o NA Yy 3 dzZLd 2y f Ay S K
The LExICOhandbook provides more information than can be accommodated online

For any other garies please emallexicon@Iutheran.edu.aor phone 08 8267 7318 andne of our

national administrators will be available &ssist you

= =4 =4
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¢ LEXICON

LOGGING IN

Log In

Please enter your username and password.

Usernamae:

Password:

Access to LEXICON is available at
https://lexicon.lutheran.edu.au

A link can be found at the top right corner of the
www.lutheran.edu.auvebsite

=y LUtheran
L/} Education

For assistance with login details contact
lexicon@Ilutheran.edu.aar Tel 08 8267 7318

Log In

Please enter your username and password.

Username:
Password:
Forgot My Password

Forgot Your Password?

Usermname:

| Submit || Cancel |

mozilla

Firefox = 2

Enter your User Mame to reset your password.

|- Once set up as a LExIC@¥er itis possible to reset af
LI 33462NR dzaAy3d GKS wczN
login screen.

Enter your LEXICON username and plassword rese
link will be sent to the email address that is linked
with that username.

Contactlexicon@Iutheran.edu.aar Tel 08 8267 7314
for assistance.

A note regarding web browsers
If viewing LEXICON in nemwersions of Internet
Explorer the display can become skewed anen
appear to be repeatedly loggirat. This problem car
be rectified by
a) Viewing LEXICON using an alternate web
browser eg Mozilla Firefqgee below)
b) Adding thewebsite to theCompatiblity Viewon
your computer (see below)

We aramozilla

Doing good is part of our code

" Firefox

Downloading Mozilla Firefox

Go towww.mozilla.org
Clickfree downloadand follow the prompts

e
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¢ LEXICON

Adding a website taCompatibility View
-Right click on the top of the web breer and ensure
the command bais ticked.

-SelectCompatibility Vievby first selectingroolsand
then Compatibility View Settings

Change My Password

—Add the current webpagetotte S6 a A 1 Sa g
added toCompatibility ViewThis should then remain
each timeyou login.

Once logged in administrators can change their
passwordusing theChange My Passwolihk at the
bottom of the home screerEvery 90 dayshere will

be a prompt to create a new password.

HOME VIEW

School home view

3
‘1.0.

LEXICON  Lutheran Education Information Coliection Netwark

[r———

J

When you log intte gaff members assigned to you
school willbe displayed. Click on the blue link to

I 00Saa (KS &adGFLF¥F¥ YSYoS
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24 LEXICON

SEARCHING

Search for aschool

EDUCATION ) i1

o Australla

.-00. m L.}

W N GE AN

R3F0CTATICN

LEXICON  Lutheran Education Information Collection Network

Home Schools Staff Members Accreditation Reports

Help

Log Out

School Search
Searching for a school will include any early learning centres, kindergartens, child care centres, pre- schools and high schools

School Name: v

Region ‘ ¥
Type: \ L

Click onSchoolson top menu bar

Schools can be located or filtered: b
1 School Name

1 Region

T Type

School Name

Schools are listed by suburb. Use tl
drop down menu option or start
typing the school name or suburb.

Region

Locate skbools by region (LEQ,
LESNWLEVN,TQLEQSusing the
drop down menu option.

Type

Schools can be located or filtered by
type [CombinedEarly Childhood,
Outdoor Education Centre, Primary
or Secondafysing the drop down

menu option

Search for a staff member

Lutheran g LEXsld
*T 0!

i epucATion @ R

-....

LEXICON Lutheran Education Information Collection Network

Staff Search

Surname First Name:

Maiden Name:

School -
Region: -

Position: -
Yes v No ~

Teacher? Left Employment?

| Search || Add || Clear |

SelectStaff Membersfrom top
menu bar

Staff can be located or filtered by:
Surname

First Name

Maiden Name

Schol

Region

Position

Teacher: Yes/No

Left Employment: Yes/No

=2 =4 =8 -8 -8 -8 _a_9

Any combination of the above
search criteria can be used to
locate staff within LEXICON. Whe
search criteria have been enteredl
Ot A0l 2y WY{SIND
/| tA01 2y W/ tSIN

previously entered search criteria.

6| Page



_2¢ LEXICON

ADDING A NEW STAFF MEMBER

Who is to be included in the dataase?

Entering a new staff membelKEYdata

All teaching and notteaching staff who are required to complete Valuing Safe Communities training ar
included in the databas&ll permanen staff (both teaching and neteaching) and all contract staff wit
contract for two or more terms are required to complete Valuing Safe Commu

Staff can be added to LExICON individually usiegteps degstbed below, or in bulk via a CSV file from your

a0Kz22fQa Iw aeadsy

64SS AyailiNuzOGA2ya

AY

Clear

’ Searcfﬂ’ Add |

Click on theAdd button to enter in a new staff membe

Add Staff Member (Step 1)
his page

s used to check if a staff member exists in the system that matches the details entered.

First Name

Date of Birth:

Step 1

TheFirst Name, Surnanmend Date of Birthare required
for Sep 1. With thiddata LEXICONill automatically
checkwhether the staff member exists within the
system.

1

If the staff member already existgou will be
shown a messagtheStaff Member entered
already existén which case yauregional office
will need to allocatehe staff member to your
school

If the staff member does not exish the system,
you will be automatically taken tStep 2

: Lutheran o Siis:

: L‘wurmn. [s<4 s
Auriratl

..-..

LEXICON  Lusteran Education Information Cotection Netwerk P ! —

Add Staff Member (Step 2)

Statt Details

Contact Details

Position Details

Teachar Details

Accredited as a teacher (At)

Step 2

Enter detaisfor the staff membeuwsing the drop down
menus available for most field§-he new staff record
will not save uless all of the mandatory fields are
completed Further informationrelating to the
informationto be enteredin each field is included in
the following sectiorStdf details: what the fields
mean

Selectinglreacher Yes/Nwill open differentdrop-down
menu optionsfrom which to select for: current
position, teacher type, accreditation.

It is important that the correct Required Accreditation
status is selected akis has implications on the trainin
a staff member is required to undertakBee the tatd
below for explanationdf there is any doubt regarding
the Required Accreditation Status, then please refer
your principal or regional office.

SeeAppendix 1(page 16¥or explanatory notes
regarding data fields

For teachers who do not teach Christian Studies

Accredited as a Christian Studi€
teacher (Ac)

For teachers who teach Christian Studies

Accredited as a leader (Al)
of subschools

For staff who have a designated leadership position, ie, principals, deputy principals el

Accredited as a Christian Studi€

teacher and leader (Acl) of subschools, AND either

a) already have Ac status, or
b) alsoteach Christian Stuedi

For staff who have a designated leadership position, ie, principals, deputy principals and

@m Staff Member | [ Cael |

h
a

7| Page
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2 LEXICON

Entering a new staff membeADDITIONAHData

ChoCAT N
Australla

IED

[ESSR——

LEXICON Lutheran Education Information Collection Network

Home Schools Staff Members Accreditation Reports

Mail Merge Help

Log Out

Staff Member Details

Details | Private Details | History || Qualifications || Training | Accreditation

Staff Details

*First Name: *Surname:

—

21/10/2013

Middle Name Designation:

*School:

Date Commenced in
Lutheran Schools:

Date Commenced in
Current School:
Teaching staff? @ves Ono Origin of Member

Left Employment? OYes @ No

When a new staff member has been created, Btaff
Member Detailscreen will display with subection tabs
(see left).

From this sreen more detailed information entered or
viewable.

See page Appendix (page 16¥or further explanatory
notes

Details tab

Year Levels selected:

Subjects selected: Biology Chemistry Physics Science

Specialities selected:  Science Key Teacher

Year Level: Subject:
Preo Accounting

Reception/Foundation
Year 1
Year2

Spediality:

Vear 4

Vear 5

Head of College
Head of Department

Year 6

Primary

Secondary

Early Childhood . ICT Key Teacher

Details tah Year level, subject, speciality

If Teaching staffeshas been selectedhree data fields
(year leel, subject, and speciality) are available to
provide significant flexibility for defining each staff
YSYo SND&a NRt S ghelcdrbiyation & S
these fields will determine the entry for each staff
member in the redgonal Buzz Books

Three dropdown menus are provided for the most
commonly used terms. In addition a free text field is
available at the end of each field to enable particular
terms to be entered manually.

Note: It is not necessary to select data from all three
fields. However, ifiothing is selected or entered into th
FTNBES GSEG FASERZT y2 RSGl
name, will appear in the regionBluzz Books

See page Appendix (bage 16¥or further explanatory
notes

Buzz Book/Specialities Maintenance / Grounds

selected:

Buzz Book/Speciality:

Accountant

Administration Assistant
Administrator

Boarding

Bus Driver

Business Manager/Bursar
Canteen

Community Liaison Officer / Publicity
CompliSpace Administrator
Curriculum Support

Early Childhood Worker

Finance

If Teaching staffio has been selected one tigfield (ie,
speciality) is available to defineea&hi  ¥F¥ YSY
within their school. The data from this field will
determine the entry for each staff member in the
regionalBuzz Books

Note: If nothing is selected from the Speciality menu d
entered into the free text field, no details, apart from th
A0 FTF YSY0SNDA tfelregidraBusza
Books

See page Appendix (bage 16¥or further explanatory
notes

Private Details tab

8| Page



2% LEXICON

Staff Member Details

Detads | Private Details | History | Qualiications | Training | Accreditation

21102013 |

Save || Cancel

Private Detailstab:

1 employment type

9  previous mme (automatically generated when a
LISNBR 2y Qa & dzNMB avfySerraksican B
deleted contact lexicon@Ilutheran.edu.au

1 awards (added only by regional or national
administratorg

9 staff classificatiorfnew field under construction)
please leave blank

1 the Date of Birthinitially entered when checking if 4
staff member already exists will automatically flow
through to the Private Details screen

History tab
e e bt [ o | Qe e pemeeren History tab: Entries are automatically generated based]
on changes to school, position an@E
N =S =) = g P

- - v

Staff history is editable at a regional and national level
any amendments are required send the details through
lexion@I|utheran.edu.a@and the necessary changes wi
be made.

Qualifications tab

Details || Private Details | History | | Training | Accreditation

fouaiiaton ———————— wwion v |
| S |

7] [ooee]

[ || [Deakin university

Qualifications tab Choose relevant qualifications from
drop down menu provided

If the qualification required is not available then please

[plomanreacing(Priman) ]| [pendive cre ‘ emaillexicon@lutheran.edu.aand the required
qualification wil be added to this list.
ALC graduates of the Lutheran Strand also complete t
requirements for the Vocational Certificate from
Australian Lutheran Collegad have this qualification
recorded by selectingLC Educational Ministry Progran
Compliance/Taining tab
Datailz | privata Datails | History | Qualifications | Training | Accraditation Compliance/Training tab:
Techer Regiwaton & i Dae 1 Teacher registration/s and expiry date/s
I NN m— f  Other training as per drop down menu (see left)
I = N B 1 Multiple Compliance/Training options can now be
[1411:2008 ] [VSC Level 3 Accreditation Training v] saved with corresponding dates
[z0r12012 ] [V5C2 Level 3:Trainer Accreditation ] p g
& & &\ NB S
. : b. {SS W.dA1 SyiNkEa@e dHéaai]
Save -Cam:sl .
Addiions Triing: on how to enter data for multiple staff members at one
Additional Training Date I:| tlme'

Additional

Blue Card
First Aid
_|LEQ: Letter of Recognition - Kindergarten Teacher
—{LSA: Letter of Recognition - Kindergarten Teacher
— —  IMandatory Reporting
5C2 Level 2: School Staff Training Police Check
Reading Recovery
Working with Children

L [(Adg ][ Cancel |

5C2 teverz Strmoor St rramig

5C3 refresher training

Accreditation tab

Staff Member Details

[tai= | Private Datais | ristary | Quaisications | Training | Azcraditation

Staff Details

Middle Name Designation:

*School: -

Date Commenced in Date Commenced in 1872011

Dotnaran S e hea
Teaching Staff? @vesONo Origin of Member:
Left Employment? O Yes ®No

Accreditation tab: Please see furtr information
regardng accreditation in the section titled Accreditatio
Tracking.

SeeAccreditationTracking(page 12 for further
explanation

9| Page
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24 LEXICON

MAINTAINING STAFF DATA

‘Dela\\z‘DrivateDE{a\\s History | Qualifications | Training | Accreditation

Staff Details

#First Name: “Surname:

Gary

Michael

Middle Name: Designation: M v

*School:

Staff data will require amendment from time to

time. Such amendments will often include chang|

to:

FTHthis can be no greater than 1.0)

position

year level, subject, speciality

name and/ortitle (eg, staff member

marries)

1 employment type (eg, from contract to
permanent)

1 Accreditation

= —a —a 9

When data has been amendetdickSave

Note: 9 OK (A YS | estriforEchoo

currentposition or FTE is changed a new hi
record isautomaticallycreateq

Each year, school administrators are required to
| check the records of all staff to ensure details are
correct before regional BazBooks are prepared
Changes are commonly required to thear level,
subjectand speciality fields.

LEXICON  Lutheran Education Information Collection Network insmieoiamans =

=

Data for existing staff can also be updated via the
bulk CSV file option. Please see Appendix 6 for
details.
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When a staff member leaves a school

_2¢ LEXICON

Staff Details

First Name:
Middle Name:
*5choal:

Date Commencd in
Lutheran Schools:
Teaching Staff?

Laft Employmant?

@ Yas

Yes @lo

*Gurname:

Designation:

Date Commencad in
Cumrent Schoal:

Origin of Member:

When a staff member leaves a school either

through

I transfer

1 retirement

1 resigration, etc,

the School Administrator will need to move the

person to:

9 the Lutheran school to which they are
transferring(School Administrators will need to contact
their regional office to ask that this change be made. Thq
regional administrator will ned to know the effective
tfapsfer date When a transfer is mgde the s@o:gntact
RSGFAT A sAEE Fdzi2YFGAOI T €
school)

1 LeftEmploymens KA OK Aa NB3I
in LEXICON:

0 Click onLeft Employment YESThis will
automt GAOFtfe& OKIFy3aSsS
Left Employmenand prompt the
completion of two fieldsdate commenced
in current school and destination of the stg
member. To assist in maintaining the
integrity of the data within the system a
prompt has been idaded to remind users
of the dates required. The text reads:

When moving a staff member to

Left Employment, the Date
Commenced in Current School must
be the date AFTER the staff member
completes their service in your
school, eg, a staff ember leaving a
Lutheran school on 24 May, will
commence in Left Employment on
25 May.

o Date Commenced in Current Schodhe
day afterthe staff member leftyour school
will be the date commenced ipeft
Employment

o Destination of the staff memberSelect
from:

end of contact

retired

out of teachinghew profession)

non-Lutheran school

deceased

unknown

The staff member will be removed from your

schooR® data but not from the systenThe

email address will revert to NONE and the sta

YSY0SNR& y emotedfioinfarly o

committeesthat had been assigned through th

regional office The record for staff who have
previously taught in a Lutheran school who
come back into service at a Lutheran school ij
to be retrieved (this can only be done by
regional or néional administraors).

O O 0O O Oo0Oo
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_2¢ LEXICON

ACCREDITATION TRACKING

Required Accreditation Status

Accredited as a teacher (At) For teachers who do not teach Christian Studies
Accredited as a Christian Studies teacher (Aq For teachers who teach Christian Studies
Accredited as a leadt (Al) For staff who have a designated leadership position, ie, principals, deputy

principals and heads of stdzhools

Accredited as a Christian Studies teacher anq For staff who have a designated leadership position, ie, principals, deputy
leader (Acl) principals and heads of stdzhools, AND either

a) already have Ac status, or

b) alsoteach Christian Studies

Entering completed accreditation

School administrators are responsible tbe entry of session completions for:
1 Connect induction
1 Connect session 1
1 Caonect session 2
1 Connect session 3

Completions can be entered in two ways.

Option 1
eilsdiiosienbiiouloslioiosdbi ot Locate the staff member who has completed the training
Save | [ Evtr e [Ganca This can be done via your home screen or by searching
“Carrent Accrditaion Sotus (1 : them within the Staff Searclscreen.
*Required Accreditation Status Accredited as a Teacher v

Connect Selectindividual staff membeAccreditation tab

Enter the completion date alongside the training type.

Option 2

Accreditation Enter via Accreditation scretiick onAccreditationon top menu
Select the Accreditation module to add for the staff members selected. bar)

e e Al staff in your school who have not gained tHeaquired
*Completed Date ] AccreditationStatuswill automatically display in th8elect

school 22 College B

Stafffield. Select those staff members who have complet
the sessiorby highlighting their name and clicking the
single across arrow. More than one name can be selectq
at a time using the CTRL key or thieoke stff can be
selected by using the double arrow.

*Select Staff

Enter session details and completion daWhen the
[Save | [ Cancel records areSavedthe staffselectedwill have the
accreditation information automatically added to their
individual records.

12| Page



24 LEXICON

ACCREDITATIGNJARRENCY

All teaching staff who have met their accreditation requiremesitsrequired to keep their accreditatioaurrent.

A b

Accreditation program v@ Eghhéfﬁgn

AUSTRALIA

Equip 2

Time commitment

Delivered by School / region

Connect

At Accredited as a teacher

Connect Equip 1
AC Accredited as a Christian quip
Studies teacher
Connect Equip 1 Equip 2 GradCert Leadershi
ACI Accredited as a Christian quip quip OR F
Studies teacher and leader LDP or equivalent
Connect Equip for leaders GradCert Leadershi
AI Accredited as a leader (3) que oR F

{1 day for leaders
whao do not have Ac
status)

LDP or equivalent

Connect

Al Accredited induction for
Lutheran education [Refer notes
3 and 7 below)

Maintaining accreditation
All staff (7)

Accreditation is renewable every five years:
Required PD hours © 25 to maintain At and Al status and 50 hours to maintain Ac, Al and Acl status

Acceditation currency due dates are ondlAccreditationscreen

Accreditation Currency

e e e

311272018 Accreditation Achieved ¥ Delete
Accreditation Currency * 3212023 Delete

The PD hours towards currency can aéded to theTrainingscreen

o T g

[ Additional v|
3/9/2020 ‘Staff retreat day - & hours

P

| Add Compliance/Training |

13| Page



Entering PD hours irthe training screen

¢ LEXICON

Staff Member Details Locate the staff member.
Details | Private Details | History | Q (Training History |Lc ..
Go to theTraining taband scroldownto the
Compliance/Training section
Teacher Registration 1; v pxpiry Date | |
Teacher Registration 2; [ pxpiry Date | ] . .
SelectAdd Compliance/Trainiry
Date B
O ijjjf“:"“:'m — “j Enter the date and details about the PD. The
Add VSC Training | number of hours is l@.lired.
(68 Caneal)
Add Compliance/Training
IS N | The PD hours can then be viewedtba training
[Addiional ~ screen of each individual or loyeating an
SR e Lekrning cirele J Accreditation hours report (seeetpw).

Reporting on Phours

TheReport Riilder can be used to report on the additional tnég that has been entered. The report template can be
prepared once and then savgor created fresh each timasing the steps below.

Sekct Reports

Reports Mail Merge Help
Accreditation Progress
Age of Staff Report

Buzz Book

Report Builder

Staff By Religion

Theological Status
Valuing Safe Communities Training Report
Valuing Safe Communities Accredited

Years In Service
Para Vista Other

Select Report Builder

This wizards allows reports to be built.

Click Next

Select the type of action you want to perform:
O Load Saved Report
® Create New Report

| Prev | Restart |

If this is the first time you have prepared this
report you must selecCreate New Repart

If you havepreviouslyrun this report and SAVEL
the reportyou can selectoad Saved Repart
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2% LEXICON

ANLOUIW HEPOITS/ MEPOTTDUNDRT 35PN
s st Luctbaran Edaraton Facebook
Accredaaton . G
lBunoabetg ‘
communicationgroups
Completeaccraditation

Currentschoolhistory
** curentschoolposition
Historyrecords
LE immanuel tion Information Colle:

KeyTeachers

n LoRemploymentcurrency
LExdCONusers
LSAAccreditationSummary
Modulesdone
Quatiications
RPLleflemployment
SchoollD
Schools
Staff
StafiComplancaTraining  ~ ) for the report:
Accreditation v/

Prav Restart

SelectZurrencyhowCirom the dropdown
options

Click Next

2. Select the columns to display in the results:
Region
FirstMame
Surname
SchoolNams
StreetSuburb
CurrentPasstan
AdditionalTraining

Ema

Prav || Next || Restan

Use the doul®@ arrow to move all fields fra the
left to the right

2, Salect the columng te display In the results:

Begian

Prav Restant

ClickNext

PEnter conditigs to filter the results
Add Condition ' emove Selected Conditions |

| Prev || Mext ||Restart|

Clickadd Conditior2
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3. Enter conditions to filter the results
| Add Condition | Remove Selected Conditions
Column Condition

|AddiliunaITraining V| Is Not Empty

Value

v ]

Prev

Next &

Column:SelectRdditionall rainhglirom the
dropdown options.

Condition:Selectys Not Emptgirom the
dropdown options.

.Value:Puta letter/number in the blankvalue
field. Thisvalue is not useds a filter forthis
report (the datais pulled using thés Not EmptQ
requirement) but as the reportwill not progress
with this field being blankou must entera
keyboard character.

Click Next

4, Select a column to group data by:
(J Do you want to Group rows by a column?

If you require thedatato appear in a particular
order you can change it at this pojut
otherwise click Next.

| Region v |
| Frev Hestart |
5. Add Columns to order by
Add Order By | Remove Szlected Columns |
| Prev Restart |

If you require thedatato appear in a particular
order you can change it at this pojiut
otherwiseClick Finish

am
yPDhours

Currenc | Save Report |

Export To Word |

It is at this point that you can save the report. |
will then be availabléor nexttime when you
selectthe Open Seed Reporin the Report
Builder.

If you do not save theeport you willhave togo
through these steps each time you want to run
the Accreditationhours report.

| Save Report |
Export To Word |

Export the reprt to Excel or Word.

If you export your report to Excel you caltefr and sort columns.

A B C D E F G

Region First Name Surname School Name Street Suburb | Current Position Additional Training
Global Person One Lutheran Education Australia - National Office |North Adelaide [Teacher 1 hour LEArning circle
Global Person One Lutheran Education Australia - National Office |North Adelaide [Teacher 1 hour LEArning circle
Global Person One Lutheran Education Australia - National Office |North Adelaide [Teacher 1 hour LEArning circle
Global Person Tw Lutheran Education Australia - National Office |North Adelaide [Teacher Staff retreat day - 6 hou
Global Person Three Lutheran Education Australia - National Office |North Adelaide [Other (teacher) |1 hour LEArning circle
Global Person Three Lutheran Education Australia - National Office |North Adelaide |Other 1 hour LEArning circle
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VALUING SAFE COMMUNITIES

'

Valuing Safe Communities

It is theresponsibility of each school to enter the fareface training

There are two ways of entering fate-face training: via the individual training record tab farch staff member OBy
using theBulk VS@ature available via th&taff Membersnenu.

As schooals of the Lutheran Church of Australia (LCA), sta
and volunteers of Lutheran schools and early childhood
services are obliged to meet the requirements of th¢ / !
Standards of Ethical BehdA 2 dzN | YR NBf I
Valuing Safe Communities (VSC) is a school specific train
program developed to comply with this expectation.

VSC integrates a range of national policies, procedures a
guidelines thaimpact on relationships in Luthemaschools
and embeds the LCA Standards of Ethical Behaviour and
related LCA policies within it. It provides school leaders ar
trainers with information and resources to ensure staff and
volunteers in their school receiteining in developing
positive aml safe communities.

Lutheran schools seek to ensure that each member of the
school community enjoys a positive, safe, healthy and
respectful workplace.

Contact your school VSC Acccredited Trainer for khefiails
for the online training (module one and fresher).

It is the responsibility of th&’ SCAccredited Trainer in each
school to ensure the faem-face component of the traing
is offered and training completions are recorded_ExICON.

BULK ENTRY of FADBFACE TRAINING
Locate theBuk VS®@ption within the Staff Members
drop-down menu

-

INDIVIDUAL ENTRY OF FAOEACE TRAININ{
Locate the staff member who has completed the training.
This can be done via your home screen or by searching fd
them within the Staff Searclscreen.

Your school will automatically be determined based on
your login details.

Select the names dhe staff members who have
completed the facdo-face training (multiple names can

This will shifthe names from the left column to the right

be selected using the CTRL key) and click the right arrq one online.

-

Click on theTraining Talfor the staff memberand enter the
faceto-face completion date in #gnempty field alongside thq
VSCinitial training module 2 facéo-face training line.

NB in the example below the person HAS completed modj
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