
2019 ANNUAL REPORT TO 
THE SCHOOL COMMUNITY
Guidelines | March 2020 



2 2019 ANNUAL REPORT TO THE SCHOOL COMMUNITY - GUIDELINES MARCH 2020 

© State of Victoria (Department of Education and Training) 2020

2019 Annual report to the School Community -Guidelines March 2020  is provided under a Creative 
Commons Attribution 4.0 International licence. You are free to re-use the work under that licence, 
on the condition that you credit the State of Victoria (Department of Education and Training), 
indicate if changes were made and comply with the other licence terms, see: Creative Commons 
Attribution 4.0 International 

The licence does not apply to:

• any images, photographs, trademarks or branding, including the Victorian Government logo and 
the DET logo; and

• content supplied by third parties.

Copyright queries may be directed to copyright@edumail.vic.gov.au



32019 ANNUAL REPORT TO THE SCHOOL COMMUNITY - GUIDELINES MARCH 2020 

Timeline for preparation and completion 4

Summary 5

Introduction 5

Hub, camp or annex school 5

Exemptions – closed, new or newly merged and de-merged schools 5

Submission deadline 5

Changes to the Annual Report process in 2020 5

Completing and submitting the 2019 Annual Report in SPOT: a step-by-step guide 6

Appendix 1: Example commentary 11

Frequently asked questions 14

Contents

GUIDELINES - MARCH 2020 



4 2019 ANNUAL REPORT TO THE SCHOOL COMMUNITY - GUIDELINES MARCH 2020 

Timeline for preparation and completion
Timing Activity

From 2 March • Ensure a school council meeting has been scheduled prior to 30 April to present 
and endorse the draft report

• Prior to the school council meeting check the school council president can 
access their eduMail, and the account details are up to date

• Review the school’s Performance Summary, available on SPOT

• Complete the ‘About our school commentary’ on SPOT, and attest and submit 
the draft Annual Report

• Download the draft Annual Report for presentation to school council

Before 30 April • Present the draft Annual Report at a school council meeting for endorsement

• Following endorsement by school council, ensure the school council president 
attests and endorses the Annual Report in SPOT

May/June Central Office quality assure Annual Reports, and subsequently provide them to 
the VRQA for publishing on the VRQA State Register 

• Download the final 2019 Annual Report from SPOT, including cover page, 
attestations and commentary 

• Share the final 2019 Annual Report with the school community at a public meeting 
of the school council, and make the report available to the school community.

https://www.vrqa.vic.gov.au/StateRegister/Search.aspx/Search
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Summary
Introduction
The Annual Report to the school community (Annual 
Report) provides principals and school councils  
with an opportunity to share the year’s achievements 
and progress with the school community. This 
includes reflecting on the school’s performance,  
and how improvement efforts have impacted  
student outcomes.

The preparation and publication of an Annual Report 
is a legislative and regulatory requirement for all 
schools under the Education and Training Reform 
Act 2006, Ministerial Orders 470 and 784, and the 
National Education Agreement 2008. It reflects the 
Department of Education’s commitment to building 
pride and confidence in our government schools 
and highlights the importance of transparent 
communication about school performance with our 
school communities.

Reports are presented to the school community 
via a public meeting of the school council, and 
are published by the Department on the Victorian 
Registration and Qualifications Authority (VRQA) 
State Register.

Hub, camp or annex schools
Hub, camp or annex schools must complete their own 
Annual Report, with endorsement by the respective 
school council and endorsement and attestation by the 
school council president. Principals of annex schools 
should contact spot.support@edumail.vic.gov.au if 
they encounter difficulties with SPOT.

Exemptions – closed, new or newly 
merged and de-merged schools
Only schools that have been operating for the entire 
2019 school year are required to complete a 2019 
Annual Report. Schools closed in 2019 are not required 
to produce a 2019 Annual Report. New schools, 
including those formed as a result of a merger or de-
merger will not be required to produce a 2019 Annual 
Report. Previous entities that formed part of merged 
or de-merged schools are considered as closed and 
do not need to provide a 2019 Annual Report.

Submission deadline
Principals must ensure that the Annual Report is 
completed, attested and submitted by the principal; 
endorsed by the school council at a school council 
meeting; and subsequently attested to and endorsed 
by the school council president by 30 April each year. 
Please ensure you have scheduled a March or April 
meeting of the school council for endorsement of the 
Annual Report.

Changes to the Annual Report 
process in 2020
A small number of enhancements have been 
made to the 2019 Annual Report to improve the 
transparency and consistency of school performance 
data reporting and clarify the role of school council 
presidents in relation to the Annual Report.

Performance Summary

The School Comparison within the Performance 
Summary will adopt the Panorama Similar Schools 
methodology and be renamed Similar Schools 
Comparison. This brings the Annual Report into 
alignment with other data reporting products 
including the Panorama Supplementary School Level 
Report and Panorama dashboards.

A chart has been included in the NAPLAN learning 
gain section to allow schools to compare their 
learning gain distribution with statewide distribution.

School Council President attestation

Changes have been made to the school council 
president attestation to more accurately reflect their 
distinct legislative responsibilities. School council 
presidents will attest to the endorsement of the 
Annual Report at a school council meeting, and that 
the Annual Report will be publicly shared with the 
community. They will no longer attest to the school’s 
compliance with the Minimum Standards including 
the Child Safe Standards. See page 10 for further 
information on the attestation process. 
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http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/LTObject_Store/LTObjSt10.nsf/DDE300B846EED9C7CA257616000A3571/19E2582A4255B13ECA258335007A8134/%24FILE/06-24aa074 authorised.pdf
http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/LTObject_Store/LTObjSt10.nsf/DDE300B846EED9C7CA257616000A3571/19E2582A4255B13ECA258335007A8134/%24FILE/06-24aa074 authorised.pdf
https://portal.eduweb.vic.gov.au/collaboration/teams/legislationservices/Ministerial Order Documents/Order 0470 School Plan and Annual Report SIGNED 01-12-11_OCR.pdf
https://portal.eduweb.vic.gov.au/collaboration/teams/legislationservices/Lists/Ministerial Orders Register/Attachments/1895/MO784.pdf
https://apo.org.au/sites/default/files/resource-files/2008/01/apo-nid30169-1131961.pdf
http://www.vrqa.vic.gov.au/StateRegister/Search.aspx/Search?SearchType=0
http://www.vrqa.vic.gov.au/StateRegister/Search.aspx/Search?SearchType=0
http://www.vrqa.vic.gov.au/StateRegister/Search.aspx/Search?SearchType=0
mailto:spot.support%40edumail.vic.gov.au?subject=
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Completing and submitting the Annual 
Report in SPOT: a step-by-step guide
1. Review the school’s Performance 
Summary
All schools receive a Performance Summary which 
details the school’s performance for the past year  
and shows trends across a four-year period. There 
are two versions of the Performance Summary: the  
standard version with visual representations of the 
data, and an accessible data table version to meet 
accessibility standards.

Where available, the Performance Summary 
includes data for student outcomes across 
achievement, engagement and wellbeing, as well 
as parent and staff survey data. The data indicates 
how the school’s performance compares with 
similar Victorian government schools, where a 
comparison is possible and appropriate. A short 
school profile, as well as financial data, is provided 
by the school from the CASES21 system. 

The information contained within the Performance 
Summary informs the completion of the ‘About our 
school’ commentary, and principals should review 
this information as a first step. 

To access your school’s Performance Summary:

   log on to the Strategic Planning Online Tool (SPOT)

   on your school homepage under ‘Annual Report to the school community’ select ‘2019’ from the drop-down 
box and click ‘Manage report’ 

   on the ‘Performance Summary’ tab both versions of the Performance Summary are available to download 
as Word documents (visual representation and accessible version).

Note: please report any concerns with Performance Summary data as soon as possible to 
school.performance.data@edumail.vic.gov.au 

2. Check/update the school logo
Some schools will already have a school logo uploaded to SPOT. To check whether your school’s logo is already 
available, and upload/update as required:

  log on to the Strategic Planning Online Tool (SPOT)

  on your school homepage under ‘Annual Report to the school community’ select ‘'2019' from the drop-down 
box and click 'Manage report'

  on the ‘Performance Summary’ tab under ‘School logo’ click on the ‘Browse’ button under the 
‘Performance Summary’ tab and choosing the file to upload. Alternatively, principals can drag and drop 
the image into the image field. Images need to be a BMP, PNG, JPG or JPEG file to upload successfully.

https://apps.edustar.vic.edu.au/spot/
mailto:school.performance.data%40edumail.vic.gov.au?subject=
https://apps.edustar.vic.edu.au/spot/
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3. Complete ‘About our school’ commentary
The ‘About our school commentary’ provides succinct contextual information about the school, a brief outline 
of the school’s performance and future direction, and information on the school’s financial performance and 
position. Each text box must contain at least 100 words to enable submission and not contain any information 
that could identify a person or persons. The ‘About our school commentary’ can be prepared by the school 
principal, as a member of school council. The draft Annual Report is then presented to school council for 
feedback and endorsement.

School context

The ‘School context’ describes the school’s vision, values, and purpose, as well as information about the 
school’s workforce composition, geographic location, size and structure, social characteristics, enrolment 
characteristics, and special programs.

Checklist for inclusion:

 school vision and values (e.g. from your School Strategic Plan (SSP))

 purpose (note: you may wish to use/adapt your SSP Intent, Rationale and Focus)

  workforce composition, including indigenous*

  geographic location

 school size and structure*

  details of programs offered for overseas students+

  social and enrolment characteristics.

* required under the Education and Training Reform Act 2006

+ required under the National Education Agreement 2006
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Framework for Improving Student Outcomes (FISO)

This section identifies the FISO improvement initiatives and Key Improvement Strategies (KIS) selected for 
focus by the school during 2019. Schools may wish to list the KIS and related Actions implemented through the 
2019 AIP and discuss implementation and impact. 

Suggested areas for inclusion:

  KIS and related FISO dimensions selected for focus in 2019

 details of the related AIP Actions and activities

 data used to identify these areas for improvement and measure progress.

Achievement

The ‘Achievement’ section discusses 2019 student achievement data. It identifies school initiatives related to 
improving achievement data – for example within the 2019 AIP – and explains how the school has progressed 
its student achievement goals over the previous 12 months. Please identify highlights as well as proposed 
future directions and strategies to support student achievement. 

When completing the ‘Achievement’ section, please provide information on the following;

  KIS, AIP Actions and activities and other initiatives implemented in 2019 to improve student achievement

  highlights and areas for improvement related to student achievement data

  proposed future directions and strategies (you may wish to draw this from the 2020 AIP)

  progress for PSD students (note: schools with 10 or more PSD students must report on their progress).

Engagement

The ‘Engagement’ section describes how the school has progressed its student engagement goals and 
outcomes over the past year. It identifies highlights and areas for improvement in relation to student 
engagement and describes current and proposed future directions. 

When completing the ‘Engagement’ section, please provide information on the following:

  KIS, AIP Actions and activities and other initiatives implemented in 2019 to improve student engagement

 highlights and areas for improvement related to student engagement data

  proposed future directions and strategies (you may wish to draw this from the 2020 AIP)

  information about strategies addressing student attendance. 

Note: to meet Commonwealth Government reporting requirements under the National Education Agreement, 
schools are required to include information about strategies to address student non-attendance.

Wellbeing

The 'Wellbeing’ section outlines how the school is progressing against its student wellbeing goals and 
outcomes. It provides highlights and future directions, along with programs implemented to support  
these outcomes. 

When completing the ‘Wellbeing’ section, please provide information on the following: 

  KIS, AIP Actions and activities and other initiatives implemented in 2019 to improve student wellbeing

  highlights and areas for improvement related to student wellbeing data

  identification of specific initiatives or achievements

  proposed future directions and strategies (you may wish to draw this from the 2020 AIP).
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Financial Performance and Position 

Schools are accountable to the public and to the government for the efficient and effective use of public 
funding, mandated by the Financial Management Act (1994) and the Education and Training Reform Act 
2006. By submitting the report, the school acknowledges it is meeting the Attestation Statement on the school 
acquittal process.

The ‘Financial performance and position’ describes the school’s financial position, including an explanation 
of why the school is in surplus or deficit. It refers to any sources of funding the school has received, including 
donations, extraordinary revenue or expenditure items, as well as any additional state or government funding. 

When completing the ‘Financial performance and position’ section, please provide information on  
the following:

 why the annual result was a surplus or deficit

 extraordinary revenue or expenditure items

  sources of funding e.g. equity funding, special grants or fundraising initiatives

  additional state or commonwealth government funding the school receives beyond the SRP, the purpose 
of the funding and its link to improvements in teaching and learning

  information on substantial allocated funding (for future spending), if necessary.

4. Principal attests and submits draft Annual Report
Once the ‘About our school’ and ‘Financial performance and position’ commentaries have been completed, 
the principal is able to attest and submit the draft Annual Report in SPOT. 

By attesting and submitting the Annual Report, the principal attests that:

• All teachers at the school meet the registration requirements of the Victorian Institute of Teaching.

• The school meets prescribed minimum standards for registration as regulated by the Victorian 
Regulation and Qualifications Authority (VRQA) in accordance with the Education and Training Reform 
(ETR) Act 2006. This includes schools granted an exemption by the VRQA until 31 December 2019 from 
the minimum standards for student enrolment numbers and/or curriculum framework for school 
language program.

• The school is compliant with the Child Safe Standards prescribed in Ministerial Order No. 870 – Child 
Safe Standards, Managing Risk of Child Abuse in School.

https://www.vit.vic.edu.au/
http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/LTObject_Store/LTObjSt10.nsf/DDE300B846EED9C7CA257616000A3571/19E2582A4255B13ECA258335007A8134/%24FILE/06-24aa074 authorised.pdf
http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/LTObject_Store/LTObjSt10.nsf/DDE300B846EED9C7CA257616000A3571/19E2582A4255B13ECA258335007A8134/%24FILE/06-24aa074 authorised.pdf
http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
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5. Endorsement by school council and school council president attestation
The draft Annual Report is required to be endorsed at a meeting of the school council, prior to 30 April, and 
noted in the meeting minutes. The draft can be downloaded from the ‘Submit, attest and view report’ tab after 
principal attestation and submission.

In circumstances where the school council requests changes, it is recommended that it is motioned and 
minuted, the Annual Report is endorsed by the school council pending changes, and the changes noted 
in the minutes. This precludes the principal having to take the report back to a subsequent school council 
meeting for endorsement and, as a result, not meeting the 30 April submission date.

Where changes to the Annual Report are required, click the ‘Edit About our school commentary’ button under 
the ‘Submit, endorse & review’ tab. Once the required changes have been made to the Annual Report as 
recommended by the council, the principal can resubmit. An email notification will then be sent to the school 
council president’s eduMail account prompting them to attest to the report in SPOT on behalf of the council.

If changes are required after the school council president attests and endorses the Annual Report, please 
contact improvement.support@edumail.vic.gov.au to request that your Annual Report be reverted to draft.

By attesting and endorsing the Annual Report, the school council president attests that: 

The 2019 Annual Report to the school community:

• has been tabled and endorsed at a meeting of the school council

• will be publicly shared with the school community.

6. Share the 2019 Annual Report with the community
The final step in the process is to share your school’s 2019 Annual Report with the school community. As well as 
being a legislative and regulatory requirement (see below), sharing your Annual Report ensures all members of 
the community are kept up to date on the school’s improvement journey. 

The final, fully attested version of the Annual Report should be shared with the school community at a public 
meeting of the school council. Schools are encouraged to share their report in a way that best meets the 
needs of their community, for example uploading to the school website, emailing the report directly to parents, 
or providing hard copies of the report upon request.

Once the principal and school council president have completed their attestations a final version of the 
Annual Report becomes available for download in SPOT on the ‘Submit, attest and view report’ tab. The final 
version will comprise a cover page, with school name, logo, and time stamped attestations by the principal 
and school council president; the completed ‘About our school’ commentary; the school’s Performance 
Summary; and a Financial performance and position summary. This version will be quality assured by Central 
Office, and schools will be contacted should any issues arise.

An accessible version of the Annual Report is provided on the ‘Performance summary’ tab in SPOT. This 
provides the Performance Summary in data tables ensuring that the report can be made available to the 
widest audience possible. For information about why the Department of Education provide schools an 
accessible version of your report, go to Accessibility Information and Resources.

It is a legislative and regulatory requirement that the Annual Report is shared with the school community:

• Under the Education and Training Reform Regulations 2017, school councils are required to conduct a 
public meeting to present the final version of the Annual Report.

• Under the Commonwealth Government’s National Education Agreement 2008, the Annual Report must be 
published on the Internet. Once the report is finalised, the Department will provide all reports to the VRQA.

• Schools are to share the Annual Report in a way that best meet the needs of their community, for example; 
uploading to the school website, emailing the report directly to parents, or providing hard copies of the 
report upon request.

http://improvement.support@edumail.vic.gov.au
https://edugate.eduweb.vic.gov.au/sites/i/pages/production.aspx#/app/content/2427/support_and_service_(corp)%252Fit%252Faccessibility%252Faccessibility_information_and_resources
http://www.legislation.vic.gov.au/domino/Web_Notes/LDMS/LTObject_Store/ltobjst10.nsf/DDE300B846EED9C7CA257616000A3571/3FCC8384639D6C60CA2583600002D563/%24FILE/17-44sra001 authorised.pdf
https://apo.org.au/sites/default/files/resource-files/2008/01/apo-nid30169-1131961.pdf
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Appendix 1: example commentary
School Context 
Sunny Hills Secondary College is a co-educational secondary college located in Sunny Hills, 456 kilometres 
north-east of Melbourne CBD. Sunny Hills SC’s vision is: We are dedicated to developing students in 
partnership with the wider community so that they excel beyond their own expectations, academically, 
creatively, socially and emotionally, to have ownership over their future.

The values our College community embraces are:  Belonging, Achievement, Respect and Teamwork. These 
values provide us with a framework for the way we achieve our vision.  

In 2019, the school’s enrolment was 1,093 students, divided into three sub-schools: a junior school, comprising 
seven classes of Year 7 students and seven classes of Year 8 students; a middle school, comprising seven 
classes of Year 9 students and six classes of Year 10 students; and a senior school comprising seven classes of 
Year 11 students and 6 classes of Year 12 students. The College also runs a Flexible Learning Option program 
for 20 students aged 16 – 18 years. The College’s SFOE is 0.43 . The staffing profile is made up of 1 principal, 
2 assistant principals, 5 leading teachers, 71 teachers (65.4 EFT), 13 education support staff (9.5 EFT), and a 
business manager. The College has two Aboriginal staff members.

FISO 
In 2019, the College’s AIP focused on implementation of Key Improvement Strategies (KIS) related to the FISO 
dimensions of Building Practice Excellence, Curriculum Planning and Assessment and Building Leadership Teams. 

This included: 

• implementation of a whole school coaching program 

• a focus on embedding the whole school literacy program 

• work on re-designing and implementing a new assessment and reporting regime. 

To support implementation of these KIS, Learning Specialists were appointed as professional practice coaches 
for teachers. Positive gains in the School Staff Survey showed clear evidence of their impact, with additional 
evidence gathered through peer observation and learning walks and recorded as part of 2019 AIP monitoring. 
This showed positive changes in teacher practice and student learning outcomes. 

We have successfully implemented our Leading Teacher team structure, where a major focus has been 
providing rich learning opportunities to other staff by delivering high quality professional learning based 
around the High Impact Teaching Strategies. 

GUIDELINES - MARCH 2020 
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Achievement 
In 2019, the school continued work on its strategic plan goal of maximising the learning and growth in Literacy 
and Numeracy for each student. 

Students in Years 7 through to 10 continue to improve in both literacy and numeracy although the progress 
has been somewhat slower than expected. The school met its 12-month targets in two of the four identified 
areas, increasing the percentage of Year 9 students in the top two bands for NAPLAN Reading from 22% to 
28%, and increasing the VCE All Studies mean score from 25.00 to 26.00. 

Additionally, the College has seen an increase in student learning growth against the Victorian Curriculum, 
with 92% of students making one years growth in one year in Reading, Writing and Number, meeting the 
12-month targets set in the 2019 AIP, up from 90%, 87% and 89% respectively.

A range of additional literacy support in the classrooms and withdrawal groups were trialled in Year 7 classes 
in 2019 with some success. In 2020, additional classes and students will access the program to further enhance 
student literacy outcomes. Several students were identified as suitable for acceleration of their learning and 
were provided with access to higher level learning in selected subjects.  

Students supported through the Program for Students with a Disability all showed satisfactory progress in 
achieving their individual goals as identified in their Individual Education Plans.   

Engagement 
Sunny Hill Secondary College students are engaged and connected to their school and we are proud of the 
programs which support students in building resilience, persistence, engagement and social capacity.  

This year, the College focused on KIS related to the FISO dimension Empowering Students and Building School 
Pride. The work in this area is ongoing, intentional and, in 2019 included programs such as School Leaders 
Program, Step Up / Transition Program along with student mentor partnerships.  A range of opportunities for 
student voice and development of student agency continued to be nurtured along with a review of student 
leadership across the school. Students were also authentically engaged as stakeholders in the school review 
process via forums and surveys.  

The school had a focus on improving students’ sense of confidence, resilience, motivation and goal setting, as 
indicated in the 2019 AIP. This target was partially met, with two of the four factors, resilience and goal setting, 
sitting at 76% and 78% respectively. This still represented a 10% increase over last year. 

In 2019, Sunny Hill Secondary College continued to work with families to ensure students were at school and 
learning. The College continued to send SMS messages to parents, requesting them to notify the school of 
any absences, sent out monthly reports to parents with unexplained absences and made phone calls after 
extended periods of absences. The College works closely with the re-engagement officer to support chronic 
absences and return to school processes. Parents choosing to take family holidays, longer than five days, 
applied to the principal and school work was provided. 
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Wellbeing 
We have made significant progress in student wellbeing over the past two years, and this is reflected in 
ongoing improvements in our Attitudes to School Survey (AToSS) results. In 2019, results in most areas of AToSS 
increased by 5-10%. Through these improved outcomes, Sunny Hill Secondary College now has a ‘similar’ 
comparison to like schools when measuring Sense of Connectedness and Management of Bullying, with results 
falling in the third quartile, a large improvement from 2018. 

Student wellbeing continues to be a focus. If students are not feeling safe, learning can often be difficult. In 
2019, the school continued to promote a positive learning environment for all students through School Wide 
Positive Behaviour Support (SWPBS) and continued to employ a school-based family worker.  

Parent satisfaction, according to the Parent Opinion Survey, indicated pleasing results, performing within the 
median 60% of all Victorian Schools. To build parent involvement we ran a Parent Helpers Program for Year 7 
students to enhance understanding of how to assist their student at home. 

The staff satisfaction, according to the School Staff Survey, fell within the 60% of all Victorian school and was 
even with the state median. 

Financial Performance and Position
Sunny Hills Secondary College maintained a very sound financial position throughout 2019.  The 2019-2023 
School Strategic Plan, along with the 2019 Annual Implementation Plan, continued to provide the framework 
for school council allocation of funds to support school programs and priorities.

The Financial Performance and Position report shows an end of year surplus of $77,144. This surplus occurred 
through generous community grants and donations to camps, excursions and targeted teaching areas in 
2019. The College received a small amount of Equity Funding, which contributed towards the employment of 
Learning Specialists and the literacy withdrawal program.
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Frequently asked questions
Who do I contact if my summary data is incorrect?

If the Performance Summary or Financial Performance Summary data is missing or is incorrect, firstly check 
that the CASES21 end-of-year process was completed prior to 31 December. Report any concerns with data as 
soon as possible to school.performace.data@edumail.vic.gov.au.

How do I change my school council president’s email and password?

See here for instructions and here for a step-by-step guide.

My school council president cannot attest to the current Annual Report in SPOT. Why is this?

Firstly, check that the principal attestation has been completed by accessing the ‘Submit, attest and view 
report’ tab. If completed, the principal attestation will show the principal’s name and the date and time of 
submission the school council president should have received an email to their eduMail account prompting 
them to attest.

School council president attestation can only occur when the school council president is logged in to SPOT. If 
the school council president is using the computer or device of the principal SPOT may have automatically 
logged on in principal mode. Try using another device, or entering private browsing mode on your web browser. 

If these steps are completed and they still cannot see the Annual Report please contact SPOT  
spot.support@edumail.vic.gov.au

Can I make changes to my Annual Report once it is submitted?

Changes can be made to the Annual Report at any time prior to the endorsement of the school council 
president. If changes are required after principal submission, click ‘Edit About our school commentary’ button 
under the ‘Submit, endorse & view report’ tab. This will revert the Annual Report to draft and the principal will 
be able to make any changes.

If the school council president has already attested to the Annual Report please contact  
spot.support@edumail.vic.gov.au to request the Annual Report to be reverted to draft. After making 
changes the principal should re-submit the report, share changes with the school council president,  
and ask the school council president to re-attest. 

Can my school council president edit the Annual Report?

School council presidents have read-only access to the Annual Report – they cannot add comments or make 
changes to the Annual Report.  

What happens if my assistant principal accidently submits the Annual Report?

If the Annual Report is submitted by anyone other than the principal, the principal can revert the Annual 
Report to draft by navigating to the the ‘Submit, endorse & view report’ tab and clicking the ‘Edit About our 
school commentary’. This will revert the Annual Report to draft. If required, changes can be made, and the 
principal can resubmit the Annual Report in their name. 

Can I download a copy of the Annual Report before submitting?

The draft Annual Report can only be downloaded after the principal has submitted the report. 

The school is not fully non-compliant with the minimum standards for school registration 
(including the Child Safe standards). What should I do?

Principals of schools non-compliant with the minimum standards or Child Safe Standards cannot attest to 
or submit the Annual Report. The school must reach compliance before the principal attestation is made. For 
information on how your region supports schools to achieve compliance please contact your Senior Education 
Improvement Leader (SEIL).

mailto:school.performace.data%40edumail.vic.gov.au?subject=
https://edugate.eduweb.vic.gov.au/Services/IT/ITServices/edumail/Pages/Knowledgebase.aspx?topic=Schools and Principals&subtopic=School Council Presidents
https://edugate.eduweb.vic.gov.au/Services/IT/sc/Service Documents/staffadministrationguide.pdf
mailto:spot.support%40edumail.vic.gov.au?subject=
mailto:spot.support%40edumail.vic.gov.au?subject=



