
 

 
 
PERSONAL PROPERTY POLICY 
 
 

 
 
Help for non-English speakers 
If you need help to understand the information in this policy, please contact Melba College. 
Phone 03 9955 5700.  
 

 
 
PURPOSE 
To explain Melba College’s policy in relation to personal property and to ensure that special or valuable items of 
personal property are not brought to school. 
 
 
SCOPE 
This policy applies to all school activities, including camps and excursions. 
 
 
POLICY 
Melba College understands that staff and/or students may sometimes like to bring items of personal property to 
school. This can include mobile phones, calculators, toys, sporting equipment and cars parked on school premises. 
 
The Department of Education and Training (DET) does not have insurance for personal property of staff, students and 
visitors. 
 
Melba College does not take responsibility for items of personal property that are lost, stolen or damaged at school or 
during school activities. Damage to personal property brought to school is the responsibility of the owner of that 
property. 
 
Melba College encourages staff and students not to bring items of value to school, or to obtain appropriate insurance 
for such items. If students bring items of value to school, they may be confiscated and stored securely until the end of 
the day, when the items may be collected by the student and/or parent. 
 
Staff and students choosing to bring items of value to the College are responsible to look after the item/s while at school.  
Appropriate insurance for such items (iPads, computers, musical instruments, etc.) should be obtained. 
 
Lost Property 
At Melba College any lost property found in the college is relocates to Main Administration. 
Items that will be stored in this lost property room will only be uniform items and curriculum consumables (textbooks, 
pencil cases etc). 

 
Any netbooks or items of worth such as wallets, mobile phones and electronic devices will be held securely by the 
Assistant Principal – College Operations. At the end of the school day, and upon successful identification of the item, it 
will be released back to the student. 
 
Property Items Banned at Melba College 
The Melba College Principal can ban any item from College that can be reasonably thought to be used, or could be 
used, in a threatening, violent or harmful manner.   The Principal will formally notify the College community (students, 
parents of students, school staff and members of the school community) if any item is to be banned from the College. 
 



 

Search of Student Property 
The Melba College Principals and Teachers can only search a student’s property if they have student permission or if a 
Principal or teacher reasonably think that the student has something harmful upon them. 

 
Something is deemed harmful if the Principal of Melba College has banned it. This is any item that could be used in a 
threatening, violent or harmful manner (like drugs or alcohol) or if it’s a weapon (knife, gun or similar). All items that 
are banned under Law are also banned from Melba College.     

 
If a Principal or teacher thinks a student has something harmful upon them, a Principal or teacher can undertake the 
following actions without student permission: 

• Search a student’s locker or desk 
• Ask a student to open their bag 
• Ask a student to turn out their pockets 
• Ask a student to say whether they have anything harmful on you 
 

A Principal or teacher cannot touch a student or pat the student down. 
If a Principal or teacher doesn’t think a student has something harmful on them, they can only search with student 
permission. 

 
If a student refuses to cooperate with a Principal or teacher or to let them search a student’s property, the student 
may be disciplined, for failing to follow ‘reasonable instructions’ Additionally, in extreme circumstances Melba College 
can request the police to attend the College who can search without student or parental permission. See section on 
‘Search by Victoria Police’ below. 
 
Search of Student Property - Parent Permission 
Generally parents give permission on a student’s behalf if the student is unable to make their own decisions. In 
Victorian Law a student under the age of 14 can be viewed as immature and therefore parental permission may be 
sought. Above the age of 14 a student is generally viewed as being legally able to make their own decisions and 
parental permission would not be sought. 
 
Searches for Drugs 
The Department guidelines instruct Melba College to control illicit drugs and unsanctioned illegal drugs (such as 
alcohol) on College premises; or at any function or activity organised by the College; or whilst a student is travelling to 
or from school. 

 
Melba College has a Duty of Care to prevent reasonably foreseeable risks of injury to students, which includes drug 
related incidents. 

 
A Melba College Principal or teacher will conduct a search of student property if there is reasonable belief a student 
has drugs or alcohol. 
 
Search by Victoria Police 
A Melba College Principal can request Victoria Police to carry out a search if they think there is an immediate threat to 
the safety, security or wellbeing of a student. Parental or student permission is not required for the College to contact 
Victoria Police for a student search. 

 
 

Victoria Police can carry out searches at Melba College if they believe a student has illegal drugs or weapons such as a 
gun or knife (including imitation guns). Before a Victoria Police Officer begins a search for a weapon or drugs, they 
must inform the student of the Police Officer’s name, rank and place of duty. 

 
A protocol exists between DET and the Victoria Police. 
The protocol between Victoria Police and DET operates where a student is alleged to have committed criminal activity 
that: 

• occurs at school, travelling to or from school, or during a school activity 
• could seriously threaten the safety, security, or wellbeing of any person or property that the Principal is 

responsible for. 
 



 

The protocol provides that Principals must ensure the matter is referred to Victoria Police and notify 
parents/guardians unless instructed by police to the contrary. 

 
On receipt of a report made under this protocol, Victoria Police are responsible for determining the appropriate action 
to take and advising and updating the Principal as required. 

 
Further detail can be found at: 

• Police — Department Protocol on Reporting Criminal Activity 

 
Confiscation of Student Property 
It is unlawful for a Principal or teacher to take possessions without permission. This, however, is balanced with Melba 
College’s obligation to ensure Duty of Care to all students. 

 
Any item that is illegal, harmful, dangerous, or likely to cause disruption to the smooth running of the school is 
therefore banned from being brought onto Melba College grounds. 

 
Confiscation Rules 
It depends on what’s been confiscated – the two rules: 

1. Items that are Harmful 
If a Principal or teacher reasonably believes a student has something harmful (like a weapon or any 
object that can be used for violence), the Principal or teacher can confiscate the item without 
student permission. 
 

2. Items that are Not Harmful 
If the item is not harmful but is likely to cause disruption to others, a Principal or teacher cannot 
confiscate the item without student permission. The Principal or teacher can escalate the matter 
further as a discipline issue if the item is not stored securely, however, as the student has not 
followed ‘reasonable instructions’. 

 
Confiscation of mobile phones, iPads and laptops 

• Principals and teachers can confiscate a mobile phone, iPad or laptop. Detail on this can be found in 
the ‘Mobile Phone Student Use Policy’.  

 
Confiscated Item return to Student or Parent/Guardian 

• Mobile phones, iPads and Laptops 
o At the end of the day, or if that is not possible, soon after that. If a phone, iPad or 

laptop is confiscated they will be registered and kept in the College safe until returned. 
Please see Mobile Phones Student Use Policy. 

• Alcohol and cigarettes 
o Melba College will not return these to a student. The Principal may choose to give 

them back to a student’s parents/guardians. 
• Dangerous and Harmful items 

o Knives and other weapons will not be returned to a student. The Principal will keep 
these items as evidence. The Principal may choose to give them back to a student’s 
parents/guardians once the Principal has decided that there is no imminent threat to 
the safety of any student or staff member of Melba College. 

o If Victoria Police seize an item, then the item may be needed for evidence. Items will 
only be returned according to Victoria Police guidelines. 

 

https://www2.education.vic.gov.au/pal/reporting-criminal-activity/policy


 

Personal Property Disputes 
Any dispute regarding Personal Property can be brought to the attention of the College Principal. If the dispute cannot 
be resolved within the College, then the dispute regarding Student Personal Property should be forwarded to Legal 
Division of the Department of Education and Training by email to legal.services@edumail.vic.gov.au. 
 
The principal will then be contacted by a representative of the Department seeking further information. 

 
Principals and College staff should not indicate that the Department is responsible for, or offer, promise or pay for any 
expenses.  

 

RELATED DET POLICIES 
• Duty of Care 
• Police — Department Protocol on Reporting Criminal Activity 
• Legal Claims, Subpoenas, Summonses and Other Legal Document 

 

RELEVANT LEGISLATION 
• Wrongs Act 1958 (Vic) 

 
 

POLICY REVIEW AND APPROVAL 
 

Policy last reviewed January 2024 
Person Responsible for Policy Development Assistant Principal - Accountabilities 
Approved by Principal  
Next scheduled review date January 2027 
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