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Rationale 
 

This policy is developed to enrich the College Educational Philosophy at Sunbury Downs College through the establishment of a 

welcoming, safe, and orderly learning environment. We believe outstanding teaching produces high quality learning outcomes.  

 
The positive learning environment fosters collaboration and cooperation with shared expectations of educational success. Stud ents 

develop responsibility for their own learning, progress and behaviour. This occurs when all learners are engaged with differentiated and 

challenging learning tasks. We create confident, resilient and reflective independent life learners. Sunbury Downs College fo sters 

authentic respectful relationships so learning is enjoyed and students achieve their full potential.  
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Purpose 
 To relate to, and be consistent with, the ‘Effective Schools are Engaging Schools: Student Engagement Policy Guidelines’, in 

areas such as the encouragement of educational achievement and excellence, as well as the prevention of absences and 

inappropriate behaviour; 

 To instil the PROSPER framework within the college to enhance student wellbeing and achievement and promote positive 

behaviours within the College; 

 To foster a healthy school culture in which high levels of achievement take place within a positive social environment through 

engagement; 

 To provide students with a safe learning environment where the risk of harm is identified, minimised and/or removed and 

students feel physically and emotionally secure; 

 To provide support for individual circumstances when a student begins to disengage, attendance becomes irregular and/or  

their behaviours at school shows signs of not positively engaging within and outside of the classroom setting; 

 To maximise student learning opportunities and performance through engagement; 

 To provide genuine opportunities for student/parent participation and student/parent voice; 

 To build a school environment based on positive behaviours and values; and 

 To provide prevention and intervention (cognitive, behavioural and emotional) for all students at  risk. 
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1. Introduction 

Definition 

Student engagement can be defined as three interrelated components: behavioural, emotional and cognitive.  

 
Behavioural engagement refers to students’ participation in education, including the academic, social and extra-curricular activities of 

the school. 

 
Emotional engagement encompasses students’ emotional reactions in the classroom and in the school, and measures a student’s 

sense of belonging or connectedness to the school. 

 
Cognitive engagement relates to a student’s investment in learning and his/her intrinsic motivation and self-regulation. 

 

 

2. The Core Value of the College 

 
Sunbury Downs College is committed to the development of self-motivated and self-disciplined individuals who respect the rights of 

others. The five College values promote the building of respectful relationships, ambitious expectations, successful outcomes , resilient 

behaviours and community engagement.  Sunbury Downs College has a welcoming, safe, and orderly learning environment. We 

believe outstanding teaching produces high quality learning outcomes. The positive learning environment fosters collaboration and 

cooperation with shared expectations of educational success. Students develop responsibility for their own learning, progress  and 

behaviour. This occurs when all learners are engaged with differentiated and challenging learning tasks. We create confi dent, resilient 

and reflective independent life learners. Sunbury Downs College fosters authentic respectful relationships so learning is enj oyed and 

students achieve their full potential. 

 
The principles which underlies the College’s Student Engagement and Wellbeing Policy are: 

 

 all individuals are to be valued and treated with respect;
 

 all members of the school community have the right to expect an orderly, co-operative and inclusive environment;
 

 parents, teachers and students have an obligation to support the school in its effort to maintain a positive teaching and 

learning environment;

 the school is committed to fairly, reasonably and consistently implementing the Student Engagement and Wellbeing Policy 

which is centred on a ‘firm but fair’ approach to discipline; and

 individuals are encouraged to take responsibility for their own actions.

 
 

3. Whole School Approach to Engagement and Wellbeing 

College Values and approach towards positive engagement 

At Sunbury Downs College, our positive school culture is predicated on student engagement being the basis for learning. To support 

this, our leadership team is actively developing classroom practice to ensure that our pedagogy and curriculum engages all st udents. 

Effective teaching, inclusive and engaging curriculum as well as respectful relationships between staff and students are prom oted 

through the Homegroup structure and Professional Learning Teams, which encourage the use of an evidence-based instructional 

model, innovative pedagogy and delivery of the Victorian Curriculum, VCE, VETiS and VCAL. 
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Opportunities that contribute to the school and effectively engage students in their learning are:  

 
 Pro-social behaviours promoted through programs such as: Fit to Drive; Party Safe; Peer Mediation; Pastoral Care; and VCE 

Supportive Friends. Progress Information Meetings provide opportunities for students to share goals and reflections with thei r 

parents/guardians and set new goals for the coming semester/term;

 Student Leadership programs such as: Captaincy; SRC Meetings; SRC Cabinet; Student Led Assemblies; Membership of 

School Council Sub-Committees; College Ambassadors at Community Functions and other roles of responsibility. These 

programs provide opportunities for students to influence change within the school community;

 Student voice encouraged through the SRC structure and Student Forums;

 Engaging curriculum is provided by the use of thinking tools such as: PMI; Thinking Maps; SWOT; Mind Map; K-W-L; Bloom’s 

Taxonomy; Cause and Effect; Consequences Chart; De Bono’s 6 Hats; Diamond Ranking; and Fishbone;

 Multiple opportunities for proactively engaging parents/guardians and the wider community to be involved in the school’s 

programs such as: Course Counselling Days; Progress Information Meetings; Information Nights; Year 7 Barbeque, Year 11 

Debutante Ball and Year 12 Valedictory Dinner;

 Intervening early to identify and respond to student needs for social and emotional support;

 Providing a range of opportunities for students to be involved and feel connected to the community;

 Recognising and responding to the diverse needs of our students through the PSD Support  Program;

 Using current pedagogical knowledge and thinking to engage students in meaningful learning experiences;

 Encouraging students to achieve full attendance to maximise their ability to learn and our teachers’ ability to teach effectively;

 Whole school approach to Restorative Practices to encourage engagement, build in pride, respect and responsibility;

 Intensive literacy and numeracy improvement strategies implemented as part of the school improvement agenda and in  

response to the changing demographics; and

 Professional learning to ensure strategies and approaches are adopted and implemented.

 

 
The PROSPER Framework 

 

Sunbury Downs College is committed to developing all learners holistically and promotes the use of positive behaviours through 

programs and support services available to all students. This policy is supported, in practice, through the use of an evidenc e-informed 

framework known as PROSPER (see Appendix A). 

 
Sunbury Downs College is committed to the full implementation of the PROSPER framework as a whole-school initiative. The College 

recognises the principles that underpin the current direction of DET and the alignment of the school -based PROSPER is intended to 

complement the DET Education State improvement model ‘Framework for Improving Student Outcomes’ (FISO). 

 
The College is committed to achieving the objectives of the FISO model and utilises, where appropriate, an evidenced-based approach 

towards enhancing student engagement, wellbeing, linking educational achievement with ‘real -world’ knowledge and skills that benefit 

each students transitional pathways beyond Sunbury Downs College. 

 
This may be evidenced through our participation in a range of DET and school-based initiatives such as Communities of Practice, 

building and sustaining localised community partnerships, expanding our network to capitalise our learning opportunities for our 

students, developing a robust curriculum design so as to engage students in authentic outcome-based applied learning educational 

experiences and exploring meaningful outcome-based opportunities that fit with the College’s Strategic and Annual Implementation 

Plans. 

 
The term PROSPER stands for: 

 
 Positivity. (Positive mindset (e.g. gratitude; optimistic thinking; positive tracking mindfulness)) and Positive emotions (e.g. fun 

& enjoyment, satisfaction, safety, pride);

 Relationships. (e.g. pro-social values and social skills for developing positive relationships);

 Outcomes (e.g. achievement; mastery; grit; goal setting; growth mindset etc);

 Strengths (e.g. self-knowledge; self-respect; awareness of one’s character strengths; ability strengths; collective strengths);

 Purpose (Having a sense purpose through the pursuit of worthwhile goals both for the wellbeing of oneself and the wellbeing 

of others);
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 Engagement (psychological flow; social, emotional, behavioural & cognitive); and

 Resilience (e.g. coping skills; self-management; courage).

 
Source: (Noble & McGrath, 2016). 

 
The PROSPER framework complements the Sunbury Downs College values and this policy aligns its use within other existing polic ies 

and practices (listed under other relevant policies). 

 

 

4. Rights and Responsibilities 

 
At Sunbury Downs College, we expect high standards of student behaviour based on cooperation, mutual respect, responsibility and 

self-discipline.  We promote positive, non-discriminatory relationships among students, parents, staff and the wider community.  

 

Whole School Rights and Responsibilities 
 
 
 

Rights Responsibilities 

To be free of harassment To ensure others are not harassed 

To receive support in difficult situations from the school 

community 

To provide support to each other 

To be valued and treated with respect Build positive relationships with the school community 

 
 

Students 
 
 
 

Rights Responsibilities 

To work and play without interference To allow others to work and play without bullying 

To report bullying to an adult 

To be treated fairly and courteously To be polite, courteous and well mannered 

To learn in a secure environment To allow others to learn 
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Staff 
 
 
 

Rights Responsibilities 

To be treated with respect by students, parents and 

peers 

To treat students in a way that develops self-esteem 

To communicate positively with parents and peers 

To expect students to follow the engagement 

guidelines 

To follow the engagement guidelines 

 
To use logical consequences and restorative practices 

To provide a Duty of Care to students 

To keep records of significant disciplinary actions 

To expect students to learn To assist students to learn 

 
To provide an inclusive and differentiated curriculum 

To ensure all students achieve success 

To communicate student progress to parents 

 

 
Parents 

 
 
 

Rights Responsibilities 

To expect that their child will be educated in a secure 

environment in which care, courtesy and respect for 

the rights of others are encouraged 

Ensure students attend school and have the 

appropriate learning materials and attitude 

To be contacted when their child continually disregards 

the School Engagement and Wellbeing Policy or is 

involved in a major incident 

Promote respectful relationships between student, 

family and school 
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Sunbury Downs College has developed shared expectations to ensure that the learning, safety and rights of all are respected. The 

expectations are intended to be positive, in that they set out accepted and appropriate behaviours for members of our school 

community. Our shared expectations are intended to support individual students and families that come to our community from a 

diverse range of backgrounds, communities and experiences. 

 

Staff 

The school leadership team will: 

 
 Uphold the right of every child to receive an education up to the compulsory age of schooling;

 Ensure the school complies with its duty of care obligations to each student, as well as its obligations under the Equal 

Opportunity and Human Rights legislation; and

 Identify the diversity of the school community and deliver teaching and learning, educational and extra-curricular activities as 

well as community services, inclusive and responsive to student needs.

 Comply with and ensure the full implementation of the Safety Standard across the College as outlined in Ministerial Order 870 
(see Child Safe Philosophy/ Policy and the College’s Child Safe Code of Conduct).

The teaching (including Pre-Service) staff will: 

 
 Develop flexible pedagogical styles to engage different learners;

 Deliver curriculum and assessment that challenges and extends students’  learning;

 Develop positive relationships with students that promote engagement, wellbeing and learning;  and

 Provide opportunities for student voice with the intention of developing a positive school  culture.

 Comply with the Child Safety Standard as outlined in Ministerial Order 870 (see Child Safety Policy/Child Safety  Conduct).

 
 
 

 
The Education Support/Volunteer and visitors will: 

 
 Develop positive relationships with students that promote engagement, wellbeing and learning;  and

 Provide opportunities for student voice with the intention of developing a positive school  culture.

 Comply with the Child Safety Standard as outlined in Ministerial Order 870 (see Child Safety Policy/Child Safety Conduct).

Attendance 

In compliance with DET policy, the College will: 

 
 Uphold the Attendance Policy - 90% attendance is the minimum requirement for all students Years 7-12;

 Promote regular attendance; and

 Monitor and follow up on absences.

All students are expected to come to school every school day throughout the year. If students cannot attend, their parents/gu ardians 

must provide a suitable explanation to the College. Parents/Guardians are expected to advise the school as soon as possible  of their 

child’s absence. 

 
Parents/Guardians are also expected to ensure that enrolment details for their child are correct and that their child attends  school 

regularly. 

 
At Sunbury Downs College, absences often mean students miss important stages in the development of their learning, causing them to 

find ‘catching up’ difficult.  The College upholds the following strategies:  

 

 Attendance practices reflect DET philosophy of ‘Every Day Counts’;

 All student absences/lateness are recorded every period of the day including Homegroup via a central student online 

management program-Compass;
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 Clear written/verbal statements are made regularly to parents/guardians and students about school  and  community 

attendance expectations;

 The Mini-School Leaders and the Student Management Teams closely monitor student attendance through the evaluation of 

student absence reports on Compass;

 Within three days of the initial absence, if parents/guardians have not provided a satisfactory explanation, contact will be made 

by the Administration Officer of the Mini-School;

 The Administration Officer, Mini-School Leader or the Year Level Coordinator will contact parents of students with high levels   

of unexplained or unapproved absences/lateness, with the goal of developing and implementing strategies to minimise 

absences;

 Ongoing unexplained absences/lateness, or lack of cooperation regarding student attendance, will result in a formal Student 

Support Group Meeting being organised. This support group will be convened by the Mini-School Leader and attended by key 

professionals. An Attendance Improvement Plan (see Appendix D) may be developed. Unresolved attendance issues may be 

reported by the Principal to the Department of Human Services and/or Department of Education and Early Childhood 

Development (DET);

 DET and enrolment auditors will be given complete access to all student attendance records (if  requested);

 Whole school modelling of punctuality;

 All absence notes and records of communication will be retained and stored at the school for a minimum  period  of (12)  

months; and

 The College may issue staged absence letters to parents/guardians when non-attendance is recurrent.

Bullying and Harassment 

 
Sunbury Downs College strongly believes that all students have a right to a safe, secure and effective learning environment.  

 
Sunbury Downs College does not tolerate any form of bullying and harassment. 

 
Definitions 

 
Harassment is any verbal, physical or sexual conduct (including gestures), which is uninvited, unwelcome or offensive to a pe rson. 

Bullying is repeated oppression, physical or psychological, of a less powerful person by a more powerful person or group.  

Cyber bullying is a form of bullying, which is carried out through an internet service such as email, chat room, discussion group, 

online social networking, instant messaging or web pages. It can also include bullying through mobile phone technologies such  as 

SMS. It may involve text or images (photos, drawing). 

 
Examples of cyber bullying: 

 
 teasing and being made fun of;

 spreading of rumours online;

 sending unwanted messages; and

 defamation.

 
Cyber bullying can happen to anyone and the bully can act anonymously if they want. People can also be bullied online by grou ps of 

people such as class groups or collective members of an online community. It is important for the school to provide a safe and friendly 

environment for students and staff and to encourage care, courtesy and respect for others. All persons have a legal right to protection 

from harassment under the Commonwealth Sex Discrimination Act and the Victorian Equal Opportunity Act.  

 
The effects of harassment or bullying include: 

 poor health – anxiety, depression;

 lower self esteem;

 reduced study performance;

 missed classes, social withdrawal;

 reduced career prospects;

 the nature of the student’s disability;

 his or her preferred adjustment;

 any adjustments that have been provided previously; and

 any recommended or alternative adjustments.
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If a student sees another person being harassed or bullied they should tell the person that they witnessed the incident and a dvise them 

to report it to an appropriate person. However, if they witness someone harassing another person, they should let them know that their 

behaviour is unacceptable. 

 
Bystanders who do nothing to stop bullying may be contributing to the problem by providing an audience for the bully. 

Harassment is usually directed at a person because of their gender, race, creed or abilities. It can be subtle or explicit. 

Subtle: (The most common) 

They include: 

 Offensive staring and leering;

 Unwanted comments about physical appearance and sexual preference;

 Racist or smutty comments or jokes;

 Questions about another’s sexual activity;

 Persistent comments about a person’s private life or family;

 Physical contact e.g. purposely brushing up against another’s body; and

 Offensive name-calling.

 
Explicit: (obvious) 

 
They include: 

 Unwelcome patting, touching, embracing;

 Grabbing, aggressive hitting, pinching and shoving, etc;

 Repeated requests for dates, especially after refusal;

 Offensive gestures, jokes, comments, letters, phone calls or e-mail;

 Sexually and/or racially provocative remarks;

 Displays of sexually graphic material– pornography;

 Requests for sexual favours; and

 Extreme forms of sexual harassment will lead to criminal prosecution.

 
Cyber bullying 

 
Being involved in online spaces – either at home or at school - requires students to behave responsibly. This includes: 

 the language you use and the things you say;

 how you treat others;

 respecting people's property (eg copyright);

 visiting appropriate places;

 behaving safely online means protecting your own privacy and personal information (we used to call it 'stranger  danger');

 selecting appropriate spaces to work and contribute;

 protecting the privacy of others (this can be sharing personal information or images);

 being proactive in letting someone know if there is something is 'not quite right'. At home this would be a parent or carer, at 

school a teacher;

 If you are being harassed or bullied you should tell the person you don’t like what they are doing and you want them to stop; 

and

 Discuss the matter with a student leader or a teacher/coordinator that you feel comfortable with.

 
Your concerns will be taken seriously. All complaints will be treated confidentially. 

Bullying relies on secrecy to survive. 

 
Sunbury Downs College requires that all cases of bullying are reported and will do what it can to prevent it. This requires t he 

cooperation of students, teachers/staff and parents. 

 
Students should refuse to be involved in any bullying situation. If present when bullying occurs, he/she should take some for m of 

preventative action. If the student is involved in a bullying situation they are encouraged to report it immediately to a teacher, Home 

Group Teacher, Year Level Coordinator, Mini School Leader or Assistant Principal. Students are encouraged to decrease the inc idents 

of bullying, by reporting any incidents or suspected incidents to their Home Group Teacher / Year Level Coordinator, Mini-School 

Leader or Assistant Principal. 
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Victims and perpetrators will be provided with appropriate follow up. This may involve counselling and guidance within their Mini- 

School, and when appropriate by the Student Wellbeing -Coordinator, or the School Educational Psychologist. Parents will be involved 

in incidents of bullying. External referrals require parent permission. 

Students with Disabilities 

 
The Disability Standards for Education 2005 clarify and make more explicit the obligations on schools and the rights of students under 

the Disability Discrimination Act 1992. The standards cover enrolment, participation, curriculum development, student services, and 

harassment and victimisation. 

 
Sunbury Downs College takes appropriate measures to accommodate students with a disability. An adjustment is a measure or action 

taken to assist a student with disability to participate in education and training on the same basis as other students. An ad justment is 

reasonable if it does this while taking into account the student’s learning needs and balancing the interests of all parties affected, 

including those of the student with the disability, the education provider, staff and other students. In determining whether an adjustment 

is reasonable, Sunbury Downs College considers information about: 

 

 the nature of the student’s disability;

 his or her preferred adjustment;

 any adjustments that have been provided previously; and

 any recommended or alternative adjustments.

 
This information might come from the student, an associate of the student, independent experts, or a combination of these people. The 

Manager of Student Services initially accesses this information before it is then shared with Mini -School who, in turn, work closely with 

the Year Level Co-ordination team.  It is expected that relevant information is distributed to classroom teachers to ensure that every 

child has every opportunity to achieve their full potential. 

Behaviour 

Sunbury Downs College will support and promote positive behaviours by developing and implementing expectations with the schoo l 

community through a staged response. 

 
The school leadership team will: 

 
 Lead and promote preventative approaches to behavioural issues;

 Monitor the profile of behaviour issues at the school and the effectiveness of implemented strategies;  and

 Provide professional development for staff to build their capacity to promote positive behaviours. 

The staff will:

 Implement the Student Engagement and Wellbeing Policy as a basis for negotiating class-based shared expectations with 

students;

 Teach student social competencies through curriculum content and pedagogy;

 Employ behaviour management strategies that reflect the behaviours expected from students; and

 Build a collegiate atmosphere with other school staff to share strategies and support each other to reflect on one’s own 

behaviour management approach.

 
Please note: Students are expected to play safely, show respect, learn, be honest, care and be responsible.  

 

Student Engagement 

All students are expected to: 

 
 Respect, value and learn from the differences of others;

 Have high expectations of themselves as learners; and

 Reflect on, and learn from, their own differences.
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All students will: 

 
 Support each other’s learning by behaving in a way that is curious and respectful;

 Have high expectations that they can learn;

 Be considerate and supportive of others;

 Demonstrate behaviour and attitudes that support the wellbeing and learning for all and contribute to a positive College 

environment that is safe, inclusive and happy; and

 Understand that bullying, including cyber-bullying, violence, property damage, inappropriate language and disrupting  the 
learning of other students, is unacceptable.

 
 

Parent/Guardian Engagement 

Parents/Guardians should understand the school’s behavioural expectations and aim to provide a consistent approach that suppo rts 

their child’s learning and engagement in and out of school: 

 

 Parents/carers are expected to support the school’s efforts to educate young people to live in a diverse world, by promoting an 

understanding and appreciation of diversity in the home;

 Parents/carers should also help the school to provide student-centred responses by providing all relevant information to the 

school;

 Parents/carers are encouraged to actively participate in supporting their child’s learning by building a positive relationship wi th 

the school; and

 Parents/carers will work with the school regarding attendance at parent-teacher meetings by responding to communications in  

a timely manner.

 

 

7. Communication (processes in and across Mini-Schools) 

Homegroup Teachers 

Each student at Sunbury Downs College has a home group that meets daily. Student attendance, behaviour, academic progress and 

wellbeing are monitored in this class. The Homegroup teacher usually teaches the class and distributes their reports. The Hom egroup 

teacher is the first point of contact between the College, the student and the parents. 

 
Classroom teachers will be provided information from the Mini-School Leaders/Year Level Coordinators about the behaviour, family 

background, medical conditions, learning disabilities, intellectual functioning, effective management strategies and other information 

about all students in their classes. The Coordinator of Student Services and Integration Coordinator work closely with the Mi ni-School 

Student Management Team to provide all appropriate advisory material to enhance teacher efficacy in modifying curriculum for PSD 

students and enable student learning and engagement. 

 
The Homegroup Teacher should: 

 
 be kept up to date with the general progress and behaviour of all students by each subject  teacher.

Where possible, Homegroup Teachers are included in conferences/meetings/interviews with the parents of the student, as well as in 

decisions about the management of the student. 

 
The Homegroup Teacher will alert the appropriate Year Level Coordinator where direct monitoring, counselling, or other Mini -School / 

Wellbeing intervention services may be appropriate. 

 

Relationship between classroom teachers and Mini-School Leadership 

 

 
Teachers, in addition to offering an engaging and relevant curriculum, are covered by law in their responsibilities of supervi sion of 

students. A Teacher Code of Practice is being developed as part of the Strategic Plan, with the focus of improving teacher capacity 

and consistency within the College. 
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Teachers have a responsibility of care that is extended under the Mandatory Reporting Legislation to alert the responsible authority 

when students are distressed and / or injured. 

 
Teachers are supported by Homegroup Teachers, Mini-School Leaders, Year Level Coordinators and the College Administration in 

implementing a management plan, in monitoring and responding appropriately to student behaviour, with a central goal of improving 

student learning outcomes, engagement, wellbeing, pathways and transitions. 

 
Teachers implement the curriculum according to agreed DET guidelines. Teachers plan, deliver and evaluate lessons, which are 

instructive and make it possible for all students to work to the best of their abilities. Teachers initiate relationships with students that are 

positive and ideally based on courtesy, humour and acceptance. Teachers operate classroom management plans, keenly aware of t he 

importance of a relevant and engaging curriculum as the central influence on the behaviour of students.  

 
The College has two Mini-Schools: Middle Years and Later Years. The Mini-School Team will closely monitor student behaviour and 

support teachers in the maintenance of College discipline. They liaise with Homegroup Teachers and students in meeting studen t 

wellbeing needs.  They counsel students about issues relating to classroom behaviour, personal wellbeing and academic progress.  

 
Support with student management is provided by the Mini-School. Information about incidents or ongoing situations should be provided 

to the appropriate Year Level Coordinator/Mini-School Leader, usually in the form of an Incident Report, Classroom Exit or verbal or 

written communication (usually via email). Please note: written communication is the type of communication encouraged in most  

situations. 

 

Role of Student Services 

The Student Services Centre comprises of personnel to support the work of the Mini-School Teams to support engagement, wellbeing, 

transitions and pathways. 

 
The Centre comprises of a Manager of Student Services who manages the work of the, Careers/MIPs Coordinator, Student Wellbeing 

Coordinator and Education School Nurse. 

 
The Integration Team is also an integral part of the Student Management (Engagement/Wellbeing) Team. Integration staff work 

collectively together with identified students to enable adjustments to be made to the curriculum and to provide appropriate support.  

 

Parents 

Middle and Later Years Homegroup Teachers are expected to keep parents up to date with the general academic progress of their  child 

as well as their participation in the life of the College, and form the primary link between the parents and the College. Parents of  

students contacting the College should normally communicate to the Homegroup Teacher prior to the relevant Year Level Coordinator 

and Mini-School Leader. 

 
Teachers wishing to contact parents directly should only do so after communication to the Homegroup Teacher and/or Year Level  

Coordinator or Mini-School Leader. This ensures that the Homegroup Teacher and/or Year Level Coordinator or Mini -School Leader 

knows what is happening and that the teacher has the relevant background information before contact with the parent.  

 

 

8. School Action 

 
Breaches of Codes of Behaviour 

Given that students understand the School's Code of Behaviour and the effect that breaches could have on themselves and others, it is 

therefore logical that breaches of the code should incur some consequence. The consequences should be logically connected to the 

breach.  Corporal punishment is prohibited in all schools,  Corporal punishment MUST NOT be used at the school under any 

circumstances. 
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The following is a list of possible strategies ranked in order of seriousness:  

 
 Discussion followed by warning;

 A piece of reflective writing;

 Written and / or verbal apology;

 Withdrawal of privileges;

 Teacher Detention - recess, lunch, after school (with parent contact 24 hours notice);

 Class Exit – Exit from Class to the Coordinator / Student Referral procedures / (see below);

 Withdrawal from individual class temporarily;

 Student on Notice/Official Warning;

 Following different teacher or class as a rearrangement of timetable – safety net;

 Conferencing - teacher, parent, student;

 Coordinator Detention;

 Principal Detention;

 Sent home with parent consent

 Suspension;

 Formal conference, Inquiry;

 Transfer procedures undertaken; and

 Expulsion.

 
 

Detention 

 

 
Teachers may require a student to finish schoolwork, which has not been completed in the regular classroom, or to undertake additional 

or new work or duties at a reasonable time and place.  No more than half the time allocated for any recess or lunchtime may be used   

for this work. 

 
Where students are required to undertake schoolwork out of school hours, the time should not exceed forty -five minutes. The teacher 

providing the detention will ensure that parents are informed at least 24 hours prior to the detention. Where family circumstances are 

such that the completion of work would create undue hardship, the College may choose to negotiate alternative disciplinary me asures 

with parents. 

 
Sunbury Downs College is permitted to detain students but will take into account family circumstances and negotiate with parents 

where appropriate. 

 
Students who fail to attend a Teacher detention will immediately be reported to the Year Level Coordinator.  

 
Student Exit - Procedural Guidelines 

The exiting of students requires teachers to employ classroom management strategies that encourage students to actively participate in learning. 

In the event that a student does not comply with a teachers instructions or behaviours in a manner that interferes with the l earning of other 

students the following steps will be followed prior to exiting a student.  These are:  

 

 

 Students start off with a clean slate each lesson.

 Teachers respond to inappropriate student behaviour using the following system:

Procedure for classroom exits: 

 
Warning 

Strike 1 

Strike 2 

Strike 3: - student sent to Mini-School Office OR ‘severe clause’ – immediate student exit to Year Level Coordinator or Mini-School Leader 
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OR 
 

Severe clause 

 
What constitutes a severe clause? 

e.g. Swearing at a teacher, unsafe or dangerous behaviour. 

 
Send student directly to the Mini-School Office to report to the Year Level Coordinator. 

 
 If the student’s inappropriate behaviour is of a particularly high level that warrants immediate action on the part of 

Administration, please follow up with the Year Level Coordinator or Mini-School Leader after the period has finished (or as   

soon as possible on the same school day).

 When a teacher exits a student from class, what will the teacher do?

 Have followed the warning, strike 1, 2 and 3 process (unless severe clause) 

 Electronically complete Student Exit from Class Report found on the server 

 YLC to liaise with Administrative Officer to ensure exit report sent to parents 

 What does the Year Level Coordinator do?

 Pass on the printed reports to the Administrative Officer for distribution 

 Ensure that the file name is in accordance with guidelines, see user guide 

 Archive the electronic file into the archive folder 

Co-ordinator’s Detentions typically start at 3:20 p.m. – 4:00 p.m. (period 6 finishes 3.15p.m) 

 

 

9. Suspension 

 
Suspension is the process of excluding a student from the standard instruction or educational opportunities being provided to  other 

students at the school for part of a day, a full day, or multiple days. 

 
Suspension is a serious disciplinary measure and is best reserved for incidents when other measures have not produced a satisfactory 

response. The procedures for suspension are set out in Ministerial Order 625. 

 

Prior to suspension 

Determine if suspension is an option 

 

 
Suspension is a serious disciplinary measure and is best reserved for incidents when other measures have not produced a satisfactory 

response.  The Principal may only suspend a student if the location and nature of their behaviour meets certain conditions.  

 

 
Conduct a preliminary investigation 

 
The Principal will conduct a thorough investigation to establish the nature of the behaviour/s, the student who committed those 

behaviour/s, the context in which it was committed, and any other relevant circumstances in relation to the incident or behav iour. 

 
The Principal will identify the student's relevant person in accordance with Part 2 of the Ministerial Order.  

 

Consider options 

 
When determining if suspension is appropriate for a particular student, consideration will be given to:  

 
 the behaviour for which suspension is being considered;

 the educational needs of the student;
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 any disability of the student (disability is defined under the Equal Opportunity Act 2010, it is not limited to students in receipt of 

specialist services or Program for Students with Disability funding);

 the age of the student;

 the residential and social circumstances of the student, including whether the student is Aboriginal or Torres Strait Islande r or 

Culturally and Linguistically Diverse background or is in Out of Home Care; and

 Previous incidences of challenging behaviour and the support/disciplinary measures employed to respond to these. 

Before implementing a suspension the Principal will ensure the following:

 that the student has had the opportunity to be heard;

 that any information or documentation provided by the student or the relevant person has been taken into account in making 

the decision regarding the suspension; and

 other forms of action to address the behaviour for which the student is being suspended have been considered.

 

 
In order for suspension to be an option, the following conditions will be in place: 

The student’s behaviour must have occurred: 

 whilst attending school;

 whilst travelling to or from school;

 whilst engaged in any school activity away from the school; and

 whilst travelling to or from any school activity.

The student’s behaviour must meet one or more of the following conditions:  

 
 behaves in such a way as to pose a danger, whether actual, perceived or threatened, to the health, safety or wellbeing of any  

person;

 causes significant damage to or destruction of property;

 commits or attempts to commit or is knowingly involved in the theft of property;

 possesses, uses or sells or deliberately assists another person to possess, use or sell illicit substances or  weapons;

 fails to comply with any clear and reasonable instruction of a staff member so as to pose a danger, whether actual, perceived  

or threatened, to the health, safety or wellbeing of any person;

 consistently engages in behaviour that vilifies, defames, degrades or humiliates another person based on age; breastfeeding; 

gender; identity; impairment; industrial activity; lawful sexual activity; marital status; parent/carer status or status as a  carer; 

physical features; political belief or activity; pregnancy; race; religious belief or activity; sex; sexual orientation; personal  

association (whether as a relative or otherwise) with a person who is identified by reference to any of the above attributes;  and

 consistently behaves in an unproductive manner that interferes with the wellbeing, safety or educational opportunities of any 
other student.

 

 
Please note: For incidents between students that occur outside of school hours or in locations other than those listed above, a 

suspension cannot be used as a response. The impact of cyber-bullying (and other behaviours) outside of school hours/off school 

premises on schools is acknowledged, however, if the behaviour occurs solely outside of school hours/grounds, suspension is not an 

available recourse. If incidents outside of school hours are connected to behaviour that does meet the grounds and location 

requirements for suspension, this external behaviour may be considered when determining the response to an in-school incident. 

 
 

The “relevant person” 

It is important that every student has a person to support and advocate for them throughout a suspension or expulsion  process. The 

new guidance on suspensions and expulsions has introduced the concept of a relevant person, which is the adult who will play this 

important support role. 

 
The Principal will have to identify a student’s relevant person before proceeding with a suspension or expulsion. In most cases a 

student’s relevant person will be their parent or carer. However, a parent or carer can also nominate another responsible adu lt to act as 

relevant person if they cannot, for any reason, take on this role. 



Engagement and Wellbeing 

18 

 

 

 
 

P o l i c y 
 

The Suitable Persons List 

In some cases, a parent or carer may be unable to act as the relevant person for their child during a suspension or expulsion  process, 

and may also be unable to nominate another adult to fulfil this role. 

 
In these situations the school Principal will appoint a person from the ‘suitable persons list’ to act as the student’s relevant person. The 

suitable persons list is a register of school and department employees with relevant welfare expertise, experience and training. 

 

Opportunities for students and families to be heard 

Prior to implementing a suspension or expulsion, the Principal will ensure that the student has had the opportunity to be hea rd; and any 

information or documentation provided by the student or their relevant person has been taken into account in making the decision 

regarding suspension or expulsion. 

 
The Student Support Group (SSG) meeting in the expulsion process is now called a Behaviour Review Conference and will be 

convened before a decision to expel has been made. 

 
An SSG is no longer a requirement in a suspension process, however, it is recommended if a student is being suspended for 3 o r more 

days or has 3 or more suspensions in a year. The student’s relevant person can also request a meeting with the Principal at any point 

during an expulsion process if they have any concerns. 

 

Student Support Group 

A Student Support Group may be convened by schools to exchange information and facilitate solutions to behavioural problems o r 

difficulties of students. In general, they will be convened at the school, although they could occur at alternative locations agreed to by 

the school and parents. 

 
These meetings are to be held at a time suitable both to the school and to the parents. The purpose of procedures for such meetings 

will vary depending on the needs of individuals and schools, but they promote positive behaviours through a staged response. As well 

as teachers, parents and student, the meeting could involve a person requested by the parents who is not acting for fee or reward, 

Principal or nominee and any support staff who have been involved with the student and/or the student’s family or who have pa rticular 

relevant expertise. If the Principal considers it warranted, or the student or the student’s parents request, the Principal will ensure 

suitable language interpretation facilities are made available. 

 
A record of meeting, including a list of participants and agreed outcomes, will be maintained to assist future problem-solving processes 

at the school.  The record should be verified by the parents and/or student and remain confidential.  

 

Exclusion 

Details of suspension and expulsion procedures are discussed below, however it should be noted that parents are to be involved in 

exclusion procedures as stated, except where: 

 
 The student is over 18 years of age;

 The student is over 16 years of age, without disability or impairment and is living separately, apart and independently from 

his/her parents; and

 For any reason the parent is not available or cannot be contacted. In these circumstances the Principal may then refer to the  

student over the age of 18 years of age in place of ‘a parent’. Where a student has a disability or impairment, the Principal will 

make enquiries as to the student’s ability to represent himself or herself. After making such  enquires, if the  Principal is  

satisfied that the student lacks the ability to adequately represent himself or herself, the student cannot be referred to in place 

of ‘a parent’. In this case, as with a student under 18 years of age, the Principal may regard as ‘a parent’ an adult whom th e 

Principal considers to be suitable and available to perform the role of the parent.

Prior to the suspension taking effect, or on the day of taking immediate action, the Principal will complete all of the following: 

 
 Identify the relevant person in accordance with Part 2 of the Ministerial Order;

 Notify the student (verbally) and the relevant person (via telephone or in person) of the following information: the reason/s  for 

the suspension, the school days on which the suspension shall occur, where the suspension will  occur;
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 Provide contact details for additional support services to the student and the relevant person as appropriate;

 Arrange for appropriate school work to be provided to the student for the period of the suspension:

 Where the student is suspended for three days or less, provide meaningful work 

 Where the student is suspended for more than three days, develop a Student Absence Learning (see appendix B) and 

Return to School Plan (see Appendix D) 

 Provide the student and the relevant person with the following documentation:
 Notice of Suspension 

 Parent/Guardian Brochure - Procedures following Suspension (pdf - 231.39kb) 

 Student Absence Learning Plan (if applicable – see Appendix B) 

 Return to School Plan (if applicable – see Appendix D) 

 Record the suspension on CASES21

Period of suspension 

Suspending a student can have serious implications for the student’s engagement in learning therefore suspension should be applied 

for the shortest time necessary. In determining the period of suspension, the Principal will note: 

 

 The period of suspension will not exceed five school days;

 The suspension will not result in the student being suspended for more than 15 school days in the school year unless there is 

prior written approval from the Regional Director; and

 If the period of the suspension is longer than the days left in the term, the Principal should consider the likely disruption  to the 
student’s learning before imposing a suspension that will continue into the following term.

 

 

10. Expulsion 

 
Expulsion is the process of permanently excluding the student from the school in which he or she is currently enrolled. As the most 

extreme disciplinary measure available to a principal, it should only be used after other forms of behaviour management have been 

exhausted and the school can demonstrate evidence that this has occurred. The student’s behaviour must also be of such magnit ude 

that expulsion is the only available mechanism. 

 
Expulsion cannot not be implemented as a consequence for events of a novel nature, such as one-off pranks that do not cause any 

harm to other students or members of the school community. 

 
Grounds and procedures for expulsion are set out in Ministerial Order 625 and detailed further in this guidance. 

 

Grounds for expulsion 

In order for expulsion to be an option, the following conditions must be in place: 

The student’s behaviour must have occurred: 

 whilst attending school; or 

 travelling to or from school; or 

 while engaged in any school activity away from the school; or 

 travelling to or from any school activity. 

The student’s behaviour must meet one or more of the following conditions:  

 
 behaves in such a way as to pose a danger, whether actual, perceived or threatened, to the health, safety or wellbeing of any 

person; 

 causes significant damage to or destruction of property; 

 commits or attempts to commit or is knowingly involved in the theft of property; 

 possesses, uses or sells or deliberately assists another person to possess, use or sell illicit substances or  weapons; 

 fails to comply with any clear and reasonable instruction of a staff member so as to pose a danger, whether actual, perceived  

or threatened, to the health, safety or wellbeing of any person; 
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 consistently engages in behaviour that vilifies, defames, degrades or humiliates another person based on age; breastfeeding; 

gender; identity; impairment; industrial activity; lawful sexual activity; marital status; parent/carer status or status as a  carer; 

physical features; political belief or activity; pregnancy; race; religious belief or activity; sex; sexual orientation; personal  

association (whether as a relative or otherwise) with a person who is identified by reference to any of the above attributes; and 

 consistently behaves in an unproductive manner that interferes with the wellbeing, safety or educational opportunities of any  

other student. 

The student’s behaviour must also be of such magnitude that expulsion is the only available mechanism. In th is regard, the Principal 

must consider the need of the student to receive an education compared to the need to maintain the health, safety and wellbei ng of 

other students and staff at the school and the need to maintain the effectiveness of the school’s educational programs. 

 
Under Victorian Law, in deciding whether to expel a student, principals will undertake an assessment of that course of action  under the 

Charter of Human Rights and Responsibilities Act 2006. In addition, when determining whether to expel a student with a d isability, 

principals will be sure that reasonable adjustments have been made to assist the student to manage the behaviours where this is a 

manifestation of disability. 

 

Authority to expel a student 

Only Principals have authority to make the final decision to expel a student. This authority cannot be delegated. 

 
School staff may provide advice to inform the Principal's decision whether to expel a student and may assist in the managemen t of the 

student’s behaviour and/or in communications with the parents, carers or relevant persons. Principals hold ultimate responsibility for 

ensuring that all processes are followed correctly. 

 

Removing a student from school while considering an expulsion 

If a student’s behaviour is serious enough to warrant expulsion and poses danger to staff and students, a suspension with immediate 

effect may be implemented while the expulsion is being considered. If consideration and/or implementation of an expulsion is going to 

take longer than the maximum suspension period of five consecutive days, principals can apply to the Regional Director for an 

extension. 

 

Prior to expulsion 

Determine if expulsion is an option 

 
Expulsion may be an appropriate course of action where a student poses a significant and real threat to the ongoing safet y of other 

students and staff and/or compromises the effectiveness of the school’s educational programs. A Principal may only expel a student if 

the location and nature of their behaviour meets certain conditions. 

 

Conduct a preliminary investigation 

 
 The Principal would conduct a thorough investigation to establish the nature of the behaviour/s, the student who committed 

those behaviour/s, the context in which it was committed, and any other relevant circumstances in relation to the incident or  

behaviour; 

 The Principal would consider any alternative disciplinary measures that may be appropriate to address the behaviour of the 

student; 

 The Principal would identify the student's relevant person in accordance with Part 2 of the Ministerial Order;  and 

 The Principal would consider appropriate education, training and employment options that may be available to the student 
should a decision be made to expel the student. 

Seek assistance from Regional Approved Support Person 

 
As part of his or her considerations, the Principal will select and seek support from a Regional Approved Support Person (RASP). The 

RASP can provide the following advice and support: 

 

 Attend the behaviour review conference (or other meetings with the student and the relevant person as appropriate); 

 Provide advice on alternative disciplinary measures and ensure that they are considered for the student; 

 Ensure that the appropriate education, training and/or employment options are considered for the student;  and 
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 Assist with, and support the monitoring of the implementation of the course of action agreed to at the meeting, including a 

student’s transition to another school, registered training organisation or employment if the expulsion proceeds (noting that the 

expelling Principal holds ultimate responsibility for ensuring that students make successful transitions following an  expulsion). 

The role of the RASP is not to make decisions or to take on any of the responsibilities of the Principal, but to provide the Principal with 

advice and support during the process. 

 

Notify the Department (in some circumstances) 

 
Principals would notify the Department if expulsion is being considered for any of the following students:  

 
 students in out of home care 

 overseas students 

Principals would also consider notifying the Department if expulsion is being considered for the following students:  

 
 Aboriginal or Torres Strait Islander students; and 

 Students on the Program for Students with Disabilities. 

Arrange a Behaviour Review Conference 

 
Before making the decision to expel a student, and at the earliest available time, the Principal will convene a Behaviour Rev iew 

Conference to provide the student and their relevant person with the opportunity to discuss the student’s behaviour and  possible 

consequences, including expulsion. 

 
The Principal would contact the student and the relevant person and provide them with the following information:  

 
 The date, time and place for the behaviour review conference; 

 That both the student and the relevant person are encouraged to attend the Behaviour Review Conference; 

 That if the relevant person is unable or unwilling to attend, the relevant person may nominate another adult to attend the 

Behaviour Review Conference; 

 That they may be accompanied by an independent support person of their choice who is not acting for fee or reward; and 

 That if they do not attend the meeting, the meeting may proceed in their absence, and if expulsion is decided, the course of 

action may be determined without the benefit of hearing from the student and the relevant person. 

The Principal should determine whether an interpreter is required by any person who may attend the meeting and arrange such 

assistance if necessary. 

 
When scheduling a Behaviour Review Conference, reasonable attempts should be made to ensure that a date, time and place be 

chosen that allows the student and the relevant person to attend. 

 
Where this is not possible or if the student’s relevant person is unable or unwilling to attend the meeting, the relevant person and/or the 

student may nominate another adult to attend the Behaviour Review Conference on their behalf.  

 
In some circumstances, it may be necessary for the Principal to request that a person from the Suitable Persons List be appointed to 

support the student through this process. 

 

At the Behaviour Review Conference 

 
The attendees of the Behaviour Review Conference should include the following:  

 
 The Principal; 

 The student; 

 The relevant person or their nominee; 

 Regional Approved Support Person; 

 Independent support person (if appropriate); 

 Interpreter(s) (if appropriate); and 

 Koorie Support Education Officer (if appropriate). 
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The Behaviour Review Conference will cover the following: 

 
 Informing the student and the relevant person that expulsion is being considered; 

 The grounds on which expulsion is being considered; 

 A summary of the evidence that supports a finding that the student has engaged in the alleged behaviour; 

 Actions taken to date to address the student's behaviour and engagement at school; 

 An opportunity for the student and their relevant person to be heard; to respond to the grounds for expulsion and the evidence 

being relied upon; and to provide any additional information they perceive to be relevant to the decision regarding  expulsion 

 Any modifications or adjustments that would need to be made to enable the student to remain at school; 

 Identification of the student's options for future educational, training and employment and development of a transition plan (see 

Appendix D) to support the student in the event that the expulsion proceeds; and 

 Providing the student and the relevant person with the information brochure on Procedures for Expulsion, which includes 

information on the student's right to appeal the expulsion (Parent Brochure - Procedures following Expulsion (pdf - 119.77kb)) 

If the student and the relevant person do not attend the Behaviour Review Conference, the Principal will ensure that the key points 

discussed at the meeting are recorded in writing and sent to the student and the relevant person. 

 

Following the Behaviour Review Conference 

 
After the Behaviour Review Conference, the Principal will properly, fairly and without bias, consider all of the relevant inf ormation and 

documentation in making a decision as to whether to expel the student. This includes consideration of the following:  

 

 Any information or documentation provided by the student or their relevant person 

 Other forms of action to address the behaviour for which the expulsion is being considered 

 The need to maintain the health, safety and wellbeing of other students and staff at the school 

 The need to maintain the effectiveness of the school’s educational programs 

 The alternative education options available to the student 

 Whether the expulsion is appropriate, considering: 

 The behaviour for which the student is being expelled 

 The educational needs of the student 

 Any disability of the student 

 The age of the student 

 The residential and social circumstances of the student 

 Advice provided by relevant professionals such as Koorie   Engagement   Support   Officers   or   Student   
Support Service Officers 

The Principal will make a decision about whether to expel the student and notify the student and the relevant person of this decision 

within 48 hours of the conclusion of the Behaviour Review Conference. 

 

Decision and notification 

If the expulsion does NOT proceed 

 
If, following the Behaviour Review Conference and after making his or her considerations, the Principal makes the decision no t to 

proceed with the expulsion, then it is recommended that a Student Support Group meeting is held to discuss any supports, 

modifications or adjustments that need to take place to reduce the likelihood of the behaviour recurring.  

 
For more information on the supports and resources available to schools please see: Strategies and Supports Available to Schools. 

 

If the expulsion DOES proceed 

 
If a decision is made to expel the student, the Principal will also complete the following tasks:  

 
 Provide the student and the relevant person with the following documents: 

a) Notice of Expulsion; and 
 

b) Expulsion Appeal form (pdf - 211.65kb) 
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 Prepare an Expulsion Report 

 Provide copies of the following documents to the Regional Director within 24 hours of the expulsion taking effect: 

a) Notice of Expulsion 

 
b) Expulsion Report 

 

 Record the expulsion in CASES21 

When preparing the Expulsion Report, the Principal should provide all of the relevant information and documentation that was 

considered in making their decision. This report is an important record of the decision to expel and the reasons this decisio n was made. 

In the event of an appeal, it will be used as the Principal’s version of events. Therefore, it is strongly recommended that the report 

details as much information as possible on their decision-making process. 

 

Final steps: post-expulsion requirements 

 
Following the decision to expel the student the Principal, with advice from the regional office and the Regional Approved Support  

Person (if appropriate), should arrange for the implementation of the transition plan (see appendix D) that was devised at the Behaviour 

Review Conference. 

 

For students of compulsory school age 

The Principal will ensure that after an expulsion the student is participating in one or more of the following as soon as practicable: 

 
 Enrolled at another registered school 

 Enrolled at a registered training organisation 

 Engaged in employment 

The Principal will provide the student with meaningful work and monitor the completion of this work until they are enrolled a t the new 

setting. This could include the completion of a Student Absence Learning Plan (see Appendix B), if appropriate. 

 
All Victorian government schools have a shared responsibility for enrolling students who have been expelled. As a last resort , the 

Regional Director may direct the Principal of a Victorian government school to enrol a student who has been expelled from ano ther 

school. 

 
These obligations do not apply if the student has been granted an exemption from participating in education, training or empl oyment. 

 

For students who are beyond compulsory school age 

The Principal should provide the student and the relevant person with information about other schools, registered training or ganisations 

or employment that may provide suitable opportunities for the student.  

 
In all cases, the Principal of the expelling school should consult with the Department about what information is appropriate for 

disclosure to the enrolling school, registered training organisation, or employer, bearing in mind duty of care obligations a s well as 

obligations to comply with the Information Privacy Act 2000 and the Health Records Act 2001. 

 

 

11. General College Rules 

 
Students are to: 

 
 Be punctual to school and class.

This means getting to school or going to the lockers early enough to be at class before the start time. Lockers and toilet should 

only be used before and after school, at recess and at lunchtime. Exceptions to this rule may apply and a strict procedure 

applies to toilet usage during class time 

 Wear the College Uniform (Year 7 - 12).  Change in weather is not a reasonable excuse for not following uniform guidelines
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 Stay within the permitted areas of the school for the whole of the school day

This means never leaving the school grounds between 9:00am and 3:15pm without a note from parents signed by the Mini - 

School Leader / Year Level Coordinator and given to the Administration Office when the student signs out  

 Behave in a manner, which does not infringe on the physical or emotional health of any member of the school community. All 

students and staff have the right to feel safe and feel part of the school. This means that students do not become involved i n 

rough or foolish behaviour that could lead to accidents. Students will treat all students and staff as they would like to be  

treated; fairly and without ‘put-downs’, physical violence, harassment or derogatory remarks.

 Students must respect and not misuse College facilities

 Mobile phones must not be visible or used whilst on the school grounds unless approval is sought from a Principal Class  

Officer.

Classroom Rules 

Introduction 

In order to promote a cooperative and harmonious learning environment in the classroom, everyone at Sunbury Downs College should 

behave politely and show respect towards one another. All students are expected to make a genuine effort to learn. No one has  the 

right to interfere with another's learning or the right of the teacher to teach. 

 
Students are to: 

 
 Come to class prepared for the lesson.

This means that students should be on time, in uniform, with the books and materials needed, including Student Planner, 

homework completed, and with an attitude prepared for the learning tasks. Students should enter and leave the room quietly 

and in an orderly manner.  Students must be at the classroom before the lesson starts. 

 Work as well as they can to take part in the lesson and complete the learning tasks.

The purpose of the lesson is for students to learn, and they should do their best to listen to the teacher, take part in the 

activities, and complete the learning tasks organised by the teacher. 

 Maintain a positive learning environment in class.

What students do affects the learning opportunities of other students. It is important for each of them to help maintain the 

learning environment for others by avoiding disruptive activities and not encouraging disruptive behaviour by others. It is a lso 

important to look after the buildings and equipment properly. Students should leave the room clean and tidy, with furniture in 

place.  Eating, drinking, or chewing is not permitted in class.  Treat everyone and their property with respect.  

Protect the safety and property of other students. 

All students have the right to be a part of the class and to feel safe in the class. They should be helpful to other students and 

avoid all ‘put-downs’, harassment, and derogatory remarks. 

 Treat the teacher with respect and be prepared to follow their instructions.

It is the teacher's responsibility to organise the class and the learning tasks for the class. Students should cooperate with  them 

in doing their job, avoid disrespectful remarks and not encourage abusive behaviour by other students.  Teachers have a right  

to teach without interruption, and students have a right to learn without interruption. Directions should be followed the fir st time 

(without argument). 

 Comply with the safety rules set out for each classroom.
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Expected Behaviours, Infringing Behaviour & Incident Actions 
 
 
 

 Expected Behaviour Infringing Behaviour Incident Actions 

1 Students must be on time 

to class (before the bell 

sounds) 

Late to Class period 1- 6. Incident 1: Warning first: 

Classroom Teacher 

 
Incident 2: Teacher Detention 

 
Incident 3: Referral to Year 

Level Coordinator’s plus Co- 

ordinator’s   Detention 

2 Students must not be 

eating/drinking or chewing 

gum in class or school yard 

Student eating or drinking in 

class 

 

Student chewing gum in class or 

within the school grounds 

Incident 1: Warning and 

requested to stop 

eating/drinking or remove 

gum (place in bin) 

 
Incident 2: Referral to Co- 

ordinator plus Co-ordinator’s 

Detention 

3 Students must take care of 

their planner, have it 

available during each class 

as well as when leaving 

class during scheduled 

classes 

Student is without Planner in 

Homegroup. Sent to roll rack at 

the start of the day 

No Student Planner in class P1-6 

Damage  to  Student Planner 

Incident 1: Sent to Roll Rack 

(during Home Group) 

Incident 2: Referred to Year 

Level Co-ordinator. 

Coordinator’s Detention 

4 Students must take care of 

the school environment 

Student is caught dropping litter Incident 1: Student is to clean 

up an area of the yard (under 

yard duty teacher’s 

supervision/class room clean 

up 

5 Students must use 

respectful language when 

interacting with staff and 

other students at all times 

Student uses offensive 

(swearing/ derogatory) language 

directed at a staff member or 

another student 

Step 1: Exit to Year Level 

Coordinator 

Step 2: Inform Mini-School 

Leader 

Step 3: Mini-School Leader to 

liaise with AP on the same day 

Step 4: Student suspension 
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6 Student must treat other 

students with respect 

Student involved in a fight Step 1: Refer to Mini-School 

Leader 

Step 2: First aid provided 

 
Step 3: Teacher writes a 

written report 

 

Step 4: Mini-School Leader to 

liaise with AP on the same day 

 
Step 5: Student suspension 

7 Student must treat other 

students with respect 

Student bullying another student Step 1: Refer to Year Level 

Coordinator 

Step 2: Bullying recorded on 

Compass 

Restorative Justice 

 
Step 3: Mini-School Leader to 

liaise with AP for 

consequences 

8 Students must remain in 

clearly articulated ‘in 

bounds’ areas during the 

course of the school day 

Student is out of bounds on the 

school grounds 

 
(General rule – 5 metres for 

school boundaries including side 

staff car park) 

Incident 1: Strong Warning 

 
Incident 2: Co-ordinator’s 

Detention 

Incident 3: Principal’s 

Detention 

9 Students must remain in 

within the school 

boundaries during the 

course of the school day. 

Student is outside the school 

grounds without consent 

Step 1: Refer to YLC / Mini- 

School  Leader 

Step 2: Contact with Parents / 

Guardians 

Step 3: Mini-School Leader to 

liaise with AP for 

consequences 

10 Smoking is a health risk and 

it is illegal for students and 

members  of  the 

community to smoke on 

Student is smoking on the school 

grounds or to and from school 

when in school uniform 

Step 1: Refer to YLC / Mini- 

School  Leader 

Step 2: Contact with Parents / 
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 school grounds or any 

related school activity. 

 Guardians 

 
Step 3: Referral from Mini- 

School  to  Student Services 

Step 4: Mini-School Leader to 

liaise with AP for 

consequences 

11 Students must not be in 

possession of prohibited 

substances at school 

Student is in possession of 

prohibited substances 

Step 1: Immediate referral to 

AP 

DET consequences and 

Victoria Police if required 

12 Students must be dressed 

in accordance with the 

current uniform policy 

Out of uniform without a pass Step 1: Referral to 

YLC/Administrative Officer 

Step 2: Recorded as uniform 

infringement 

 
Step 3: Co-ordinator’s 

Detention 

13 Students must respect 

College property and the 

property of others 

Student is involved in 

destruction of property 

Step 1: Referral to Mini-School 

 
Step 2: Mini-School Leader to 

liaise with AP for 

consequences 

 
May result in a suspension 

Monetary compensation 

14 Students must not be in 

visible possession of mobile 

phone or other 

unauthorised technology 

 
 

Students in possession of a 

mobile phone must have it 

on silent / switched off 

Student is in visible 

possession/use of mobile phone, 

audio visual or other 

telecommunication device on 

school premises 

 
 

Mobile device rings whilst inside 

or outside of class 

Confiscation – submit to 

Administration Office 

Refer to AP – consequences 

issued for repeated breach 

15 Students must not bring to 

school any item that is 

prohibited by law 

Student is in possession of 

illegal item/s 

Step 1: Confiscation - submit 

to front office – if safe or 

appropriate 

 

Step 2 Referral to relevant 
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   Mini-School / AP 

Suspension 

Contact with Victoria Police 

16 Students must come to 

class equipped with the 

required materials to 

effectively participate in 

the learning activities 

Student does not have correct 

equipment in class 

Classroom Teacher follow-up 

 
Information provided to Home 

Group Teacher / Parent 

17 Students must be dressed 

appropriately for PE classes 

Student not appropriately 

dressed in PE uniform for PE 

classes 

Uniform infringement 

adherence to set procedures 

18 Students are to attend 

Detention as assigned 

Student has missed a 

Coordinator’s Detentions 

Step 1: Principal’s Detention 

Step 2. Refer to AP 

19 Students are to attend 

Principal’s Detentions as 

assigned 

Student has a back log of 3 

Principal’s Detentions 

AP follow-up 

19 Students with licenses 

driving cars to school must 

leave them parked for the 

day, keep away from the 

car parking area for the 

duration of the day and 

only take passengers with 

the consent of the Principal 

Class or Mini-School Leader 

(with agreement from 

parents) 

Leaving and coming back during 

school day 

Taking passengers without 

Principal Class or Mini-School 

Leader consent 

Step 1: Referral to YLC / Mini- 

School  Leader 

Breach of driving to school 

agreement refer to 

consequences agreement 

form 

20 Students are to conduct 

themselves in an 

appropriate manner in the 

classroom 

An accumulation of Class Exit 

offences will result in further 

consequences 

6 Exits = 1 day in-school 

suspension 

21 When exited to the 

Coordinator students must 

go directly to the Mini- 

School Office and obey all 

rules when seated at the 

Mini  School Office 

Student does not go to the Mini- 

School (stays on school grounds) 

after being sent to the 

Coordinator 

Step 1: Referral to YLC / Mini- 

School  Leader 

Step 2: Co-ordinator’s 

Detention  issued 

Step 3: Referral to AP 

22 Student must follow staff Student does not follow staff Step 1: Teacher to utilise 



29 

Engagement and Wellbeing 

P o l i c y 

 

 

 

 

 

 members instructions at all members instructions classroom management 

times  strategies to re-engage 

  students 

  Step 2: Escalation of incident – 

  Referral to YLC 

  Step 3: YLC to assess situation 

  and issue appropriate 

  consequences 

 
 

Whole School Approach to Student Management 

Teachers are encouraged to adopt the College philosophy of relationships-based teaching strategies and not control based teaching. 

 

Classroom Strategies 

Every classroom teacher will establish classroom management processes and make clear to students their classroom rules, withi n the 

framework of the overall school policies and guidelines, employ school-based models of practice within their classes such as the use of 

the College’s PROSPER framework along with a consistent approach to building positive relationships with students as well as 

explaining the consequences of infringing class-based or school-level rules shown in the table above. 

 
Classroom management plans involve clear strategies for dealing with uncooperative and disruptive behaviours, as well as urgent or 

emergency situations. A teacher's classroom management plan is tailored to each group of students and is monitored and evalua ted 

as the year progresses. Non-productive strategies are identified and abandoned, while new strategies are implemented in an attempt 

to optimise learning in the classroom. 

 
The College encourages the active involvement of all students, parent-teacher contact and a staff team approach to solving difficulties. 

Mini-School Leaders, Domain Leaders, Student Services Staff and School Administration Staff are all resources that assist in the 

solving of teaching and learning problems. 

 

 

12. Student Management Strategies 

 
In building a productive learning environment, teachers need to be able to be assertive in expecting congruence/compliance wi th 

worthwhile learning tasks and with clear and fair rules. Developing and maintaining positive, supportive and respectful relationships with 

students, particularly while responding to misbehaviour, will assist greatly with this. Communicating with other teachers and  obtaining 

support from the College Leadership will be important for the management of some students. 

 
Teachers are expected to: 

 
 Provide a quality learning program.

Students should be provided with achievable and challenging learning tasks which are appropriate to their capabilities and t o 

their learning needs. They should be given regular and supportive feedback on their progress through regular correction and 

criterion based assessment procedures. 

 Develop, implement and evaluate an effective class management strategy in accordance with the College’s Teaching and 

Learning Policy.

 Provide clear and consistent classroom rules

The College classroom rules should apply in all classes, but teachers should be very clear about their specific expectations in 

relation to these. Plan an establishment program for these rules. 
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 Use pro-active approaches in building class cooperation

 Always treat students with respect 

 Build positive relationships and self-esteem 

 Teach and reinforce appropriate behaviour 

 Maintain accountability of students for all inappropriate behaviour 

 Provide students with appropriate choices 

 Relate actions to consequences 

 Deal with the student’s behaviour (not character traits etc) 

 Provide logical outcome 

 
 Use effective conflict resolution techniques

 All teachers should respond with an approach that is the least intrusive procedures 

 Avoid confrontation or backing students into a corner 

 Focus on the primary behaviour problem 

 Reassert the classroom rules 

 Never touching or manhandling students in a dispute 

 Work to re-establish a positive relationship with the student 

 
 Communicate within the College structure

 The Homegroup Teacher and Mini-School Leaders / Year Level Coordinators Middle and Later Years will be kept up to 

date with the progress and behaviour of all students and provided with documentation for serious incidents and 

Detentions. 

 Mini-School Leaders will provide information and suggested strategies for Case Managed students, as will  the 

Coordinator of Student Services overseeing Integration Coordinator for Integration students. 

 Teachers wanting to develop support strategies for particular students or classes should discuss this with the appropriate 
Mini-School Leader. 

 

 

13. Engagement / Wellbeing Processes and Key Responsibilities 

 
For parents and students where there are engagement and wellbeing concerns the following information demonstrates areas of 

responsibility relating to the various positions of responsibility and leadership within the College. The following gives examples of who 

to contact for related issue. 

 
Where there is: 

 
 study/learning difficulty 

 a regular behaviour problem 

Contact the Home Group teacher 

Or a Year Level Coordinator(YLC) 

 a family / student health problem  
 a problem to and from school  
 issues re: curriculum  
 classroom issues  
 wellbeing issues  

 Where there is a serious behavioural concern or an enquiry 

about an awards program 

Contact the YLC or Mini-School Leader 

 Where the parents wish to discuss their child’s progress and 
attitude 

Contact the Homegroup Teacher or YLC 

 Where there is concern about the process or result of a 

disciplinary action 

Contact the Mini-School Leader or Assistant Principal 

 
 

The College's engagement and wellbeing focus is supported by the City of Hume Youth Workers, DET Psychologists and the social  

workers and nurses at the Community Health Centre. Students require parental written consent to obtain support from these services. 
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Students over 16 years old are by law free to contact these agencies independently.  The Student Management Team maintains a 

close working relationship with other organisations like Mental Health, Health and Community Services and professional specia lists. In 

accessing these external services the Student Services Team utilise the Consent to Exchange Information form (see Appendix C) . 

 

 

14. Evaluation and Monitoring 

 
The Engagement and Wellbeing Policy in its implementation is monitored by the Student Management  Team and Student Services 

Team. The Student Management Team reports to the Year Level Coordinator Meeting and Education Sub-Committee of the College 

Council (each meeting includes a Mini-School Report). The staff within each Mini-School regularly examine a range of data sets in the 

various measures of student engagement and teacher efficacy including: Attendance, Retention, Detentions, Classroom Exits and  

Suspensions. 

 

 

15. Mandatory Reporting 

 
This is a State Law which makes it compulsory, on pain of criminal sanctions for teachers (amongst others) to notify Health and 

Community Services Protection Unit any reasonable belief that a child has suffered significant harm as a result of physical i njury, 

neglect or sexual abuse and that the child's parent have not protected the child from such harm. (For details ring C.S.V. Chi ld 

Protection) 

 

 

16. Other relevant policies 

 Teaching and Learning Policy

 eSmart Policy

 E-Learning Policy

 Anti-Bullying Policy

 Uniform Policy

 Attendance Policy

 Staff Code of Practice

 Child Safe Philosophy

 Child Safety Policy

 Child Safety Staff Code of Conduct

 Other relevant DET policies
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18. Appendices 

Appendix A – The Prosper Framework 
 

Figure 1: The PROSPER Framework: the seven school pathways that enable students to prosper. 

Source: 

Noble, T., & McGrath, H. (2016). The PROSPER School Pathways for Student Wellbeing. http://doi.org/10.1007/978-3- 
319-21795-6 

http://doi.org/10.1007/978-
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Appendix B – Absence Learning Plan 

 
 
 

Student Absence Learning Plan 

Student name: 

 
 
 

Year level: 

 
 
 

Date: 

Reason for absence: 

Date of last day of school: Date of return to school: 

Description of the educational program: 

Activities for the student to undertake while away from school: 
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Outcomes for the student to achieve: 

Resources that the student may find useful: 

Agreed role of parents/carers in supporting the absence learning program: 

Contact details for the student to stay in touch: 

 
 
 

School contact person: 

 
 
 
 
 

 
Signature of parent/carer: 

School phone number: 

 
 
 

Ph: 9744-7366 

 
Signature of Principal: 
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Appendix C – Consent to Exchange Information 

 

Young Person 

 
First Name  Surname  

Date of Birth  Year Level  

Parent/Guardian 

name(s) 
 

Address  

Contact Numbers  

School  

 
Person Obtaining Consent 

 
Name  

Role/School/Service  

 

 
Exchange of Information 

 
Information regarding you/your child cannot be shared with others without your consent, unless there is a legal obligation 

to do so or if your safety or the safety of someone else is at risk. 

 
Who can provide consent? 

Young people who are considered “mature minors” or over the age of 18 years can provide consent for themselves. 

Younger people require parent/guardian consent. 

 
Why share information? 

There may be times when sharing information between relevant schools and services can be beneficial and assist with:  

 Providing links to services that may suit your needs.

 Ensuring schools and services work together to support you/your child.

 
Services Applicable 

o Student Support Services and Koori Engagement Support (Department of Education and Training) 

o Referral and Assessment Case Coordination (School Focused Youth Service) 

o Headspace Craigieburn and Sunshine centres and Headspace School Support (Melbourne-based) 

o Child and Adolescent Mental Health Services (CAMHS, CYMS, Orygen) 

o Royal Children’s Hospital 

o Department of Health and Human Services (DHHS) – Child Protection 

o Other (please insert service name)   
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If you are agreeable for information regarding you/your child to be shared with the services and programs above please 

sign below. Please feel free to discuss any concerns or limits to the information shared with the person requesting you 

complete this form. 

 
Information regarding you/your child will remain confidential (subject to usual limits to confidentiality) and any written 

information will be stored securely. 

 
You may withdraw consent for information to be shared at any time by contacting the person who has requested you 

complete this form, or another agency listed above. 

 
I have read and understood this document and agree to information regarding myself/my child being shared with the 

services listed above as needed. 

 
Name of Person Providing Consent  

Signature  

Date  
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Appendix D - Return to School / Attendance Improvement Plan or Transition Plan 

 
 

This plan can be implemented to assist in the reintegration of a student after a prolonged absence or as part of the 

transition process in case of extended absence or expulsion (and may be used following other strategies if these 

strategies have not had the desired outcome). 

 

This plan should be developed with the student and the parents/carers and any support workers.  

 
 

 
Student name: 

Year level: Date: 

The work that I have missed and need to complete: 

My timetable (including bell times and non-school periods): 

School Term Dates: 

Student Free Days: 

School will be closed to students on: 

Goals to improve my attendance so that I achieve a _ _ % attendance rate: 

1. 

 
2. 

 
 

3. 
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People I will go to when I need help and where I can find them: 

Person Location 

If I am absent for any reason my parent/carer will phone the school on the first day of my absence on this 

number: _ _ _ _ _ _ _ _ . If the school does not receive a message then my teacher will phone my home to see 

what has happened on this number/these numbers: _ _ _ _  _ _ _ _   or   _ _ _ _  _ _ _  _ _ _ . 


