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1. School Profile    
 

Highvale Primary School was established in 1969 and is located within the City of Monash in Glen 
Waverley.  The school has a current enrolment of 286 students, many of whom come from 
families who speak a language other than English, enriching the cultural diversity of the 
school. The convenience of adjoining Highvale Secondary College allows for the sharing of 
resources and facilities, and also assists the considerable number of Year Six students from Highvale 
P.S that transition to Highvale Secondary.  

Highvale Primary School is located in a south eastern suburb of Melbourne, Glen Waverley in the 
City of Monash. The school enjoys large, spacious and well-maintained grounds, away from main 
roads, tucked in a cul-de-sac between High St Rd and Highbury Rd. Students enjoy using the 
Highvale Sanctuary to interact with the animals and tend to the plants/vegetables growing in the 
garden beds utilising our sports precincts, outdoor amphitheatre, playing chess on the outdoor 
chessboard or spending time in the sandpits or adventure playgrounds are favourites for Highvale 
students.  As a SunSmart school we have many shaded and covered areas including covered 
walkways between buildings. The two lane running track around the oval and the fitness stations 
promote a healthy active environment. 

The Student Family Occupation (SFO) density has ranged from 0.17 in 2008 to 0.18 in 2010 which 
indicates that the socio economic position of families at the school remains steady in the high range. 
Students who speak English as an Additional Language (EAL) comprised 30.1% of students in 2015. 
The school is central to the local pre-schools including; Highvale, Tally Ho and Legend Park. The 
school is a member of the Monash/ Waverley network of schools in the North-Eastern Victoria 
Region. 

Diversity in the school community 

The Highvale Primary school community is a diverse, multi-cultural community where the school 
actively strives to meet the different learning needs of all students. As a school, we aim to cater for 
diversity by: 

x Maintaining a highly skilled, motivated and energetic teaching and support staff who are 
able to meet the needs of a diverse school community.  

x Increasing the range of knowledge, skills and experiences available among staff.  
x Enhancing the capacity for effective decision-making due to the greater diversity of 

perspectives and inputs. 
x Creating more effective teams due to increased participation levels and an increased 

capacity to solve problems. 
x Continuing to work closely with families and members of the community to create a 

community that is welcoming, collaborative, and inclusive and fosters a sense of belonging 
for all. 
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We place great emphasis on providing a caring and supportive environment for students, staff and 
parents by: 

� Encouraging students to reach their individual potential by recognising and rewarding 
achievement and effort 

� Providing opportunities for students to develop qualities and life skills such as responsibility, 
independence, communication, inquiry, problem solving and creativity 

� Ensuring the environment is conducive to students’ cooperation and to develop a shared vision 
for the responsibility of behaviour, learning and health 

� Preparing students for the next stage of learning 
� Providing student wellbeing support focusing on the School Wide Positive Behaviour and 

Restorative Practices 
� Fostering effective communication and strong partnership within the school community 
� Encouraging consensus decision making 
� Providing equal opportunity for all members of the school community 
� Providing Professional Development to meet the needs of staff, parents and community 

members 
� Celebrating our successes. 

 
Demographics 

We value the caring and nurturing aspects of a small school population where individuals are 
supported through the strength of the community. Our current enrolment includes a wide multi-
cultural population. Many of our students speak a second language. Diversity enriches our school and 
is valued and respected. We encourage parents and the wider community to be involved in a wide 
range of multi-cultural activities providing opportunities for our community to connect. We value the 
partnership between home and school and encourage students, parents and staff to take pride in the 
school.  The size of the school provides opportunity for all students to participate in sports teams, 
musical and other performances and to take on various leadership roles across the school. 

Educational Philosophy 

Many of our students come from families with high educational aspirations. We aim to ensure 
learning programs are engaging, purposeful and challenging. We are committed to building the core 
foundations of literacy and numeracy and encourage every child to achieve appropriate mastery of 
literacy and numeracy across all learning domains.  We acknowledge that each child possesses unique 
characteristics and we encourage each one to aspire to excellence by using appropriate stimuli to 
meet their wide diversity of needs.  Students are challenged with explicit teaching to ensure they 
become confident, independent and self-motivated life-long learners with high self-esteem and 
resilience.  All students benefit from enrichment in the school environment in cognitive, social, 
emotional and physical domains. It is the school’s responsibility to initiate the appropriate level of 
education for each child. A diverse range of flexible learning and teaching programs support students 
to develop a range of skills and strategies that enable them to be critical, creative and caring thinkers. 
We are a leading school in sustainability and hands-on learning about the environment. Students with 
disabilities are provided with appropriate support and specialised learning programs. Managed 
individual learning plans are developed for students throughout the school as deemed necessary. 

Everyone is encouraged to achieve their personal best and show a commitment to improvement in 
skills and knowledge. Students are encouraged to feel secure in accepting challenges.  Achievement, 
success and efforts across all areas are acknowledged and celebrated. Students are encouraged to 



Student Engagement, Inclusion and Well-Being Policy 

5 

 

work cooperatively and collaboratively with their peers and other members of the school community 
and to be active and responsible citizens. We challenge all students with programs which meet their 
individual needs both inside and outside the classroom. Each student is supported to act and make 
decisions based upon the school values and be active participants in their own learning. All students 
are helped and supported to maximise their potential. 

2. School Values, Purpose, Goals and Beliefs about Student Learning 
 

Our school is committed to providing a safe, secure and stimulating learning environment for all 
students.  Students can reach their full educational potential only when they are happy, healthy and 
safe, and when there is a positive school culture to engage and support them in their learning.  Our 
school acknowledges that student wellbeing and student learning outcomes are inextricably linked.  

Our school is also committed to preventing and addressing bullying, including cyberbullying. Please 
see our Bullying and Harassment Policy for more information. 

 
School Values:   

Respect - Considering others, their property and the environment 

Responsibility - Being reliable, resourceful and owning your actions 

Honesty and Integrity - Being fair and trustworthy 

Commitment - Persisting, giving your best and bouncing back 

 

School Purpose: 
  
Together with our school community we aspire to develop confident, socially responsible, happy 
students who are connected to each other and their school. Through explicit and personalised 
teaching a comprehensive learning foundation is developed and built upon to promote passionate, 
curious learners who can apply their learning in creative and innovate ways within a safe 
environment. 

 
Goals: (Strategic Plan 2016-2019) 
 
To achieve demonstrated learning growth of every student across the curriculum with a strong 
emphasis on writing and mathematics. 
 
Embed research-based instructional methodologies to teaching and learning to ensure whole 
school consistency of practice. 
 
Strengthen purposeful teaching and assessment strategies, quality tasks and student feedback 
that support the demonstrated learning needs of every student.  
 
Build teacher capacity to deliver consistent best practice aligned with school expectations through 
a collaborative peer observation and coaching model. 
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Beliefs about Student Learning: 

x Every student can learn. 
x Students learn best when there is quality teaching - “Expert teachers make the difference”.  
x Students must know the context, focus and purpose for learning. The learning intentions 

must be clear and understood.  
x Students learn best when there is explicit, purposeful teaching connected to the world 

around them. 
x Students require high and achievable expectations for learning. 
x Students learn best when they have a safe, happy, supportive classroom, teacher and 

environment. 
x Students learn best when they have effective / positive relationships with their peers, 

teachers and parents. 
x Students must attend school regularly and be punctual. 
x Students learn best when learning is personalised: 

o So that we teach in a way that makes use of proven, research based teaching 
practices to maximise learning for all students. 

o So students move from the known to unknown. 
o So students have choice and input.  

x Students learn best when they have voice and their opinions are valued. 
x Students are all different and relate / respond differently to all events. 
x Student understanding is maximised when the skills and processes of thinking are explicitly 

taught.  
x Students must be supported to think for themselves through effective questioning. 
x Students require effective questioning to promote deeper thinking and divergent thinking. 
x Students learn best through collaboration. 
x Students require regular quality, timely feedback and opportunities to practise and use their 

new understanding. 
x Students require quality assessment which informs feedback for further learning. 
x Students must know and understand assessment criteria. 
x Students learn best when teachers spark curiosity and excitement. 
x Students must be engaged and use 2nd paradigm tools (technologies) to enhance 

engagement. 
x Students require scaffolding, sharing of strategies and opportunities for reflection. 
x Student learning should develop the whole child as society needs a diversity of talents.  
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3. Guiding principles 
 

x The school will collaboratively develop and implement a fair and respectful whole-school 
engagement and behaviour management approach. 

x The school’s curriculum will include pro-social values and behaviour to enable students to 
acquire knowledge and skills, value diversity and build a culture of learning, community and 
engagement. 

x The school will promote active student voice and provide students with a sense of ownership 
of their environment. 

x The school will support families to engage in their child’s learning and build their capacity as 
active learners. 

x The school promotes active ‘student voice’ as an avenue for improving student outcomes and 
facilitating school change.   

x The school will establish social/emotional and educational support for students ‘at risk’ 
students and monitor and evaluate progress. 

x The school will have processes in place to identify and respond to individual students who 
require additional assistance and support. 

x The school will build strong links with the local community to gain access to an extended 
network of community members, professionals and educators who can provide expertise and 
experience that can build the capacity of our school and our teachers to respond to the needs 
of the students. 

 

4. Rights and Responsibilities  
Every member of the school community has a right to fully participate in an educational 
environment that is safe, supportive and inclusive. Everyone deserves to be treated with respect 
and dignity.  

Equal Opportunity 

The Equal Opportunity Act 1995 sets out the types or grounds of discrimination that are unlawful 
and aims to promote community recognition and acceptance of the equality of men and women, 
and the equality of people of all races, regardless of their religious or political convictions, their 
impairments or their age. 

Under the act it is unlawful to discriminate against a person on the basis of attributes including: 
Age, gender, impairment, parental status or status as carer, physical features, race or religious 
belief. 
 
The Charter of Human Rights and Responsibilities Act 2006 
The Charter sets out a list of 20 rights that reflect the following four basic principles: 
Freedom, Respect, Equality, Dignity  
 
The charter outlines a vision of human rights for all Victorians. The charter affirms that all people 
are born free and equal in dignity and rights. While the charter demands equality for all, it also 
emphasises the value of difference. The charter requires public authorities, including government 
schools and their employees, to act compatibly with human rights and to consider human rights 
when making decisions and delivering services. 

x The right not to be discriminated against. 
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x The right to privacy and reputation. 
x The right to freedom of thought, conscience, religion and belief. 
x Cultural Rights. 

 
It is important to understand that with human rights comes a responsibility to respect other human 
rights.  
All DEECD employees must act compatibly with the Charter and give proper consideration to human 
rights when making decisions. Everyone should: 

x Encourage compliance with the Charter  
x Support others to act compatibly with the Charter, and  
x Respect and promote human rights 

 
The following basic rights and responsibilities have been identified and agreed upon by the whole 
school community: 
 

Rights Responsibilities 
The right to be physically safe. To ensure all others are physically safe. 
The right to be emotionally safe. To ensure all others are emotionally safe. 
The right to learn. To allow others to learn and teach. 
The right to be treated with respect. To treat all others with respect. 
The right to be heard. To allow others to be heard. 

A statement about the rights and responsibilities of all students and school staff is included 
at Appendix 1.  

5. Child Safe Regulations and ‘Shared Behaviour Expectations’  
(see Appendix 3) 

 
6. Engagement Strategies 
To realise our purpose, our school has in place a range of strategies to promote engagement, 
positive behaviour and respectful relationships for all students in the school. We recognise that 
some students, as a group or as individuals may need extra social, emotional or educational support 
to flourish at school, and so we will put in place strategies to identify these students and provide 
them with the support they need.  
The School works collaboratively with students and parents/ carers to establish fair and respectful 
behaviour policies and practices, based on the school’s values, expected social competencies and 
the school wide positive behaviour framework. There are also intervention strategies in place to 
address inappropriate behaviours which can negatively impact on the learning environment of the 
self and others. 
The universal (whole-school), targeted (group-specific) and individual engagement strategies used in 
our school are summarised in Appendix 2. Comprehensive details of programs and activities are 
provided below. 
 
The Highvale Primary School 2016-2019 School Strategic Plan identifies goals and key improvement 
strategies for enhancing student engagement and wellbeing. 
 
Student Engagement and Wellbeing Goal: (Strategic Plan 2016-2019) 
 
To strengthen student engagement in their learning and develop creative, curious and motivated learners. 
 
Key Improvement Strategies: (Strategic Plan 2016-2019) 
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Facilitate a whole school approach that integrates the learning of science, technology, engineering 
and mathematics (STEM). 
 
Ongoing integration of eLearning for relevant, authentic and collaborative learning experiences 
using current and new technologies. 
 
Strengthen the communication and partnership with parents to enhance parent engagement with 
their child’s education. 
 
 
Highvale Primary School considers student engagement and the creation of a positive culture to be 
essential. It is crucial that students feel valued and cared for, have meaningful opportunities to 
contribute to the school and can effectively engage with their learning.  Our curriculum design 
enhances stimulating student-centred learning with an emphasis on differentiated instruction in 
order to cater for the individual needs of all students. The learning environment is optimised 
through quality teaching practices which recognise the importance of the student-teacher 
relationship in maintaining a positive school culture.  
Our approach to teaching and learning is informed by philosophies, strategies and programs proven 
to have positive outcomes on overall student engagement.  They include: 

Concept Curriculum 
The Highvale PS Concept Curriculum is an essential component of our School teaching and learning 
program.  It utilises ‘Concepts’, big transferable ideas that transcend time, place and situation.  
Conceptual learning is designed to go beyond learning facts.  It is designed to stimulate the 
development of individual abstract ideas and higher level thinking to make sense of what is learnt 
so that learning is engaging and can be applied meaningfully.     
 
Explicit Teaching 
The structure of all lessons throughout the school in each curriculum area are delivered the same. 
Every lesson begins with a ‘tuning in’ activity where the teacher explicitly models the concept being 
taught. This is supported with a specific ‘Learning Intention’ and the ‘Success Criteria’.  Therefore 
students are clear as to what the teacher wants each of them to: 

x Know 
x Understand: and 
x Be able to do  

as a result of the lesson and learning activities. 
 
Guided Inquiry Learning 
The Guided Inquiry perspective is reflected in all aspects of our teaching.   
Guided Inquiry is a perspective on learning rather than a formula for teaching.  This approach 
informs and clarifies all of our teaching and reflects our beliefs about student learning.  It is not 
prescriptive, however it acknowledges the significance of the fundamentals of high quality teaching 
such as explicit teaching, student voice, provision of choice, inquiry, and personalised learning.   
 
To do this we use a guided inquiry framework known as Challenge Based Learning (CBL).  Students 
are effectively guided through an inquiry learning process which culminates in their investigation 
into a related problem or issue known as the ‘challenge’.  Generally the challenge involves an action 
at the class, school or community level but can go further, even nationally or global. Challenge 
Based Learning includes explicit teaching of the Key Understandings and the opportunity for 
students to inquire and investigate their questions further to resolve their challenge and make a 
positive difference in their school, family or community.   
 
Values Education  
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School Council, the principal, teachers, parents and students have all been involved in creating an 
agreed set of values which underpin our decision making and behaviours at every level.   Every 
effort is made to embed these values into the culture of our school.  Periodically there is a whole 
school focus on each of the values.  The values are promoted through the newsletter, at assembly, 
through our curriculum and most importantly through our actions and behaviours every day.  
 

Restorative Practices 
'Restorative Practices' shifts from the traditional punitive approach to behaviour management to a 
positive pro-active approach which focuses on building relationships and repairing harm when 
something goes wrong.  This involves understanding what happened, who has been hurt and what 
needs to happen to repair the harm.  Restorative Practices are underpinned by the following 
concepts: 

x Misbehaviour is viewed as harming the relationship between people. 
x Where harm has occurred there is a responsibility for the person or persons who 

caused the harm to ‘fix it’. 
x  Problem-solving focuses on healing and making things right. 

Restorative Practices such as circle time, restorative chats and conferences help to teach students 
conflict resolution and other problem-solving skills. They are also used to support participatory and 
democratic classrooms where students have a voice.  
 
As well as holding wrong doers accountable for their behaviour Restorative Practices provide 
support for the individuals or community affected by the wrong doing. 
Restorative Practices: 

x enhance social skills 
x build effective relationships 
x develop interpersonal and problem solving skills 
x Build empathy and understanding of others 
x Reward positive behaviours. 

 
School Wide Positive Behaviour Framework (SWPBS) 
SWPBS is a framework that helps schools to plan and implement practices across the whole school, 
to improve educational and behaviour outcomes for all students. The SWPBS framework is founded 
on a positive approach to whole school wellbeing with targeted approaches for students with higher 
levels of need. 
 
Aims and objectives 
The primary aim of SWPBS is to improve educational outcomes for students. It achieves this 
through: 

x prevention of behaviour problems and management of existing issues positively and 
consistently 

x developing skills and knowledge in schools for better teaching and learning 
x creating and maintaining a better school environment for students, teachers and the whole 

school community. 
 
Cooperative Learning 
Cooperative learning is a specific kind of collaborative learning. In cooperative learning, students 
work together in small groups on a structured activity. They are individually accountable for their 
work, and the work of the group as a whole is also assessed. Cooperative groups work face-to-face 
and learn to work as a team. 
 
 
Individual Student Learning Plans (ILP)  
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Whilst most students are achieving at the expected level there are instances when an individual 
plan is developed with specific goals and strategies developed as focus areas to ensure that each 
child experiences success.  Classroom teachers play a crucial role in identifying students 
experiencing difficulties and developing an ILP in consultation with parents and support staff where 
appropriate.  Individual Learning Plans are designed for: 

x All students funded through the Program for Students with Disabilities. 
x A child who requires specific support to reach a developmentally appropriate academic or 

social emotional standard as described in AusVELS. 
x A child who is working well beyond the expected standard. 
x If a child consistently exhibits inappropriate behaviour a classroom based ILP or Whole 

School Behaviour Management Plan may be devised. 
 
Year 5 and 6 ‘Young Leaders’ Program 
Year 5 and 6 students participate in the developmental Young Leaders program.  Through Young 
Leaders, we aim to enhance our current program where leadership skills are currently taught and 
applied through opportunities including the Student Representative Council (SRC), Leadership and 
Multicultural Program (LAMP), Green Team, Waverley Links and Year 6 Leadership elected leaders 
program.  Our Concept Curriculum is also designed to support all students to think independently, 
work cooperatively and act upon challenges. 
 

The Young Leaders program has a specific focus on supporting Year 6 to 7 transition, personal, 
interpersonal and social skills.  Through it, we aim to promote confidence, personal and social 
capability and citizenship in young people.  Over the two year period all students will learn about 
personal leadership (Year 5) and public leadership (Year 6).  Students will investigate the four 
building blocks of leadership known as Responsibility, Organisation, Team work and Presentation 
Skills.  Personal leadership will be taught explicitly through the Year 5 ‘Fivesies’ transition program 
whilst public leadership will be taught as an important component of preparation for our ‘Buddies’ 
program.   
 
Year 6 Elected Student Leadership Program 
Senior school students have the opportunity to take on roles as Environment, Performing Arts, 
Visual Arts, Languages, eLearning, House, Sport and School Captains.  These formal leadership 
positions give the elected students the opportunity to take on a range of other responsibilities at 
school.  All elected captains also participate in the Waverley Links Leadership day at the beginning 
of the year.   
 
Student Representative Council (SRC)  
Students from Year One to Six are selected to participate in the SRC. This program provides a voice 
for students in the way the school operates and also promotes positive behaviours and attitudes.  It 
also provides these students with the opportunity to develop their leadership skills.  
 
GREEN Team 
Students from Year One – Six enjoy representing their level in the GREEN Team.  The purpose of this 
team is to provide students with a voice in regards to issues with an environmental focus, especially 
at school.  A new team is chosen each semester to participate in projects as a team.  Students from 
Highvale secondary College often lead major projects and work collaboratively with our students. 
 
Student Recognition and Encouragement Awards  
The school’s weekly ‘Stars of the Week’ certificates are based on personal, interpersonal, academic, 
creative or sporting prowess.  These are awarded by teachers and distributed at the whole school 
assembly which is held each Monday morning.   
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Aussie of the Month 
This award acknowledges one student each month who exemplifies the school values through their 
work, behaviour and effort.   
 
Education Support Staff (Including MEA’s) 
As part of the Department of Education Training (DET) Program for Students with Disabilities (PSD) 
support staff are employed to assist in meeting the specialised learning needs of particular students. 
These students are also supported by an ILP and regular Student Support Group (SSG) meetings 
involving parents, the classroom teacher, integration aide and senior school personnel.   
Multicultural Educational Aides (MEA) are also utilised to support the learning of students who’s 
English is at the very early stages on the EAL continuum. 
 

Sporting Schools 
The Sporting Schools program is a national initiative that provides primary school children with 
access to free, sport and other structured physical activity programs. The activities are facilitated on 
behalf of trained coaches from 32 national sporting organisations. The program aims to engage 
traditionally inactive children in sport and other structured physical activities and through a positive 
and fun experience, develop a love of sport that inspires them to join a local sporting club. 
Better Buddies  
Better Buddies, an initiative of The Alannah and Madeline Foundation, helps students entering their 
first year of primary school to feel safe, valued and connected to the school community. The school 
pairs new primary school students with an older buddy. 
We utilise the Better Buddies Framework as a curriculum resource to enhance our buddy systems in 
the school. Better Buddies is designed to help reduce bullying and create friendly and caring school 
environments. The Framework builds strong relationships and research shows children benefit 
immensely - with younger students feeling safe and cared for, and older students feeling valued and 
respected. At the end of each term we have a ‘buddies day’. This involves students participating in a 
range of activities in multi-age groups with students from Foundation to Year Six. 
 
 
Foundation-Year 6 Buddy Program 
The key characteristic of our Buddy Program is the participation of older students in positive, 
supportive, structured and facilitated one-on-one relationships with younger students.  This 
program creates feelings of connectedness that enable both the older and younger ‘buddies’ to 
bond more closely with the school in a psychologically safe environment, thereby increasing the 
likelihood of more positive school behaviour and less bullying. Our Foundation-Year 6 Student 
Buddy Program commences before the Foundation children begin school, when they are pre-
schoolers.   
 
Health knowledge and promotion 
The Health knowledge and promotion dimension of AusVELS examines physical, social, emotional 
and mental health and personal development across various stages of the lifespan.  It focuses on 
safety and the identification of strategies to minimise harms associated with particular situations or 
behaviours.   
 
Human Relationships Program 
Highvale’s program utilises expert resources such as ‘Family Life’ and the school nurse to provide 
age appropriate education to all students from Foundation – Year 6. 
 
Kids Hope 
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KIDS HOPE AUS is a mentoring program that assists children needing additional support. Through a 
partnership between local churches and our school, KIDS HOPE works to improve opportunities for 
mentored children in the areas of education, self-confidence and wellbeing. 
 

SAFEMinds 
Emotional distress affects children and young people and school communities every year. This may 
include mental health issues such as anxiety and depression and self-harm behaviours. These issues 
have a significant impact on the health and wellbeing of children and young people, including their 
educational, development and wellbeing outcomes. 
To support the school community to effectively identify and respond to the mental health needs of 
children and young people, the Victorian government has partnered with headspace, the National 
Youth Mental Health Foundation to deliver SAFEMinds: Schools and Families Enhancing Minds. 

We utilise SAFEMinds as it is a professional learning and resource package for schools and families 
that aims to: 

x enhance early intervention mental health support for children and young people in schools; 
specifically regarding mild mood disorders (anxiety and depression) and self harm 

x increase engagement of parents and carers with schools to more effectively support their 
child’s mental health; and 

x develop clear and effective referral pathways between schools and community youth and 
mental health services. 

Waverley Links Network 
We work together with Brandon Park, Pinewood and Syndal South and Burwood East Primary 
Schools to provide various programs to enhance the educational opportunities of our students.  
These involve extensive opportunities in the areas of leadership, enrichment and interpersonal 
development.  All teachers, principals and school council presidents also meet regularly to share 
ideas, professional practice and coordinate events. 
 

LAMP 
The Leadership and Multicultural Program (LAMP) is a program utilised at Highvale P.S to 
celebrate cultural diversity within our school. LAMP leaders meet weekly to plan and facilitate 
activities to promote diversity and harmony and assist students from culturally and linguistically 
diverse backgrounds to settle successfully into our school.  
Grade 5 students are targeted for the leadership component of the program so that they 
can develop leadership skills before entering their final year of primary school.  
 
LAMP has three aims: 
− To increase the students’ knowledge and understanding of new and emerging cultural 
communities at their school and in their local community 
− To assist CALD students to successfully settle in their primary school 
− To teach leadership skills to a select group of grade five students 
 
Intervention and Enrichment 
Specialist intervention is provided through research based programs including Reading Recovery, 
English as Additional Needs (EAL) and the Bridges Program.  Students with disabilities are supported 
through the classroom program in combination with the Program for Student with Disabilities (PSD).   
 
Specialists Programs 
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Specialist classes in Languages (Mandarin or German), Physical Education, Visual Art and Performing 
Art are provided for each student.   
Specific Languages, Physical Education, Visual Art and Performing Art units are planned by specialist 
teachers to include the specific content, knowledge, understandings and skills to cater for student 
needs based upon effective assessment and content guided by AusVELS.  
 
Attendance 
Regular attendance is crucial for success at school enabling students to maximise their full 
educational potential and actively participate and engage in their learning.  The following strategies 
are used by the school to promote and maintain high levels of student attendance: 
 
-School Leadership  
A key responsibility for the Principal, Assistant Principal and staff is to regularly promote the 
importance of regular school attendance.  Articles in the newsletter and follow up on students with 
above average absenteeism are regularly undertaken.  The staff also notifies the Principal if a child is 
absent for 3 or more consecutive days without prior parental contact with the school.  A follow up 
phone call is made.  
 
-It’s Not OK to Be Away 
Is an initiative of the DET that focuses on promoting attendance at school through changing the 
school culture and attitudes towards school absences.  This program is promoted through the 
newsletter. 
 
-Transferring Schools 
When a family notifies the school that they will be transferring to another school, the Principal 
informs them of the importance of enrolling in their new school immediately.  If Highvale has not 
received notification from the new school within 7 days, this will be addressed initially via telephone 
and subsequently by notifying Child First or the Department of Human Services (DHS).  
 
-External Agencies 
In extreme cases the Principal will notify external agencies such as the Department of Human 
Services (DHS) or Child First. 
 
Extra-Curricular Programs 
Our extra-curricular programs are designed to support student learning and enhance differentiated 
and personalised learning.  Through the provision of a range of educational experiences we aim to 
provide students with ‘extra’ opportunities which will both stimulate their thinking and provide 
opportunities for experience to be gained beyond what is prescribed in AusVELS.  These programs 
both support the learning described through this document and provide further opportunities for 
students to develop their interests and skills. 

They include but are not constrained to:  

x Instrumental Music Program – Brass, Woodwind, Percussion and Band 
x Debating 
x Sport Program 
x Active Art 
x Relaxation program 
x Chess program 
x Lunchtime activities 

 
7. Identifying students in need of extra support 
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Our school will utilise the following information and tools identify students in need of extra support 
using the following strategies: 

- Personal information gathered upon enrolment 
- Attendance rates 
- Academic performance, particularly in literacy and numeracy assessments  
- Behaviour observed in and out of the classroom 
- GradeXpert Data  
- Engagement with student families 

Additional Tools for identifying students in need of extra support include: ILP’s, SSSO’s, teacher 
expertise, GradeXpert, ABLES 
(http://www.education.vic.gov.au/school/teachers/teachingresources/diversity/Pages/ables.aspx) , 
Safe Minds (http://www.education.vic.gov.au/school/teachers/health/Pages/safeminds.aspx ).  
Staff who identify students in need of additional support will be directed to the Student Support 
Service Officers’ pre-referral process in the first instance (Appendix 7), or in more serious and 
complex cases, liaise with the Assistant Principal or Student Wellbeing Officer to plan an 
appropriate course of action to support the student. 
 

8. Shared Expectations 

Shared behaviour expectations for students, parents/carers and school staff are detailed at 
Appendix 3. 
 
School Wide Positive Behaviours 
The implementation of school wide positive behaviours for all students, parents and staff is an 
important whole school responsibility. The school encourages and expects positive behaviours 
which maximise student learning opportunities and lead to happy and safe classroom 
environments. It is also a right of both staff and students to participate in a classroom environment 
in which students adhere to clear behavioural expectations.  
 
Schools – principals, teachers and school staff 
Schools have a responsibility to provide an educational environment that ensures that all students 
are valued and cared for, feel they are part of the school, and can engage effectively in their 
learning and experience success. 
 
Bullying and harassment 
Every student has the right to feel physically and emotionally safe at school. Every student also has 
the responsibility to not infringe on the rights of others to feel physically and emotionally safe at 
school. 
 

Definitions 
 
Harassment is any verbal, physical or sexual conduct (including gestures) which is uninvited, 
unwelcome or offensive to a person.  
 
Bullying is repeated and/or on-going oppression, physical or psychological, of a less powerful 
person by a more powerful person or group. Highvale Primary School has an Bullying and 
Harassment Policy which sets out expectations and responsibility of all stakeholders. 
 
Cyberbullying 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, facetime or web pages. It 
can also include bullying through mobile phone technologies such as SMS. It may involve text, 
videos or images (photos, drawings) 
 
Examples of cyberbullying behaviour are: 
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x teasing and being made fun of 
x spreading of rumours online 
x sending unwanted messages 
x defamation. 

Cyberbullying can happen to anyone and the bully can act anonymously. People can also be bullied 
online by groups of people such as class groups or collective members of an online community. 
 
Highvale Primary School has developed a eLearning and Implementation Plan which sets out the 
responsibilities and expectations of all stakeholders. 
 

 
 
 
 
Harassment is usually directed at a person because of their gender, race, belief, religion or abilities. 
It can be subtle or explicit.  
 
Subtle: (The most common)  
They include:  

x Offensive staring and leering.  
x Unwanted comments about physical appearance and sexual preference.  
x Racist or smutty comments or jokes.  
x Questions about another’s sexual activity.  
x Persistent comments about a person’s private life or family.  
x Physical contact e.g. purposely brushing up against another’s body.  
x Offensive name calling.  

 
Explicit: (obvious)  
They include:  

x Grabbing, aggressive hitting, pinching and shoving etc.  
x Unwelcome patting, touching, embracing.  
x Offensive gestures, jokes, comments, letters, phone calls or e-mail.  
x Sexually and/or racially provocative remarks.  

 
The effects of harassment can be brief lasting less than a day but an on-going, sustained pattern of 
bullying can result in a number of significant, lasting effects including: 

x poor health – anxiety, depression  
x low self esteem  
x reduced academic performance  
x missed classes, social withdrawal  
x difficulty managing emotions such as anger 
x reduced levels of engagement 
x bullying type behaviour towards others 

 
If a student sees another person being harassed or bullied they should tell the person that you 
witnessed the incident and advise them to report it to an appropriate person. However, if your friend 
is harassing another person, 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. Those who stand by and witness this type of extreme anti-social behaviour 
without taking appropriate steps to stop it, give their approval for the behaviour by their inaction. 
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This follows the notion that ‘Bad things happen if good people do nothing’. 
 

Outside in the Yard 

Staff on yard duty are easily identified by the bright yellow vests they wear. Teachers on duty interact 
with students and act quickly to diffuse issues or conflicts when they arise. Issues that require further 
action are referred to the class room teacher, area level coordinator or assistant principal as required. 
The school’s commitment to Restorative Practices creates a consistent, supportive and clearly 
understood process for the resolution of issues and conflicts. 

Bullying can involve such things as: 

x grabbing, aggressive staring, hitting, pinching, kicking, pushing and shoving.  
x publicly excluding a person from your group  
x taking or breaking a person’s property  
x knocking a person’s books or belongings out of their hands or off their desk  
x teasing a person because of their looks . 

 

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

x the language you use and the things you say 
x how you treat others 
x respecting people's property (eg copyright) 
x visiting appropriate places. 

Behaving safely online means: 

x protecting your own privacy and personal information (we used to call it 'stranger danger') 
x selecting appropriate spaces to work and contribute 
x protecting the privacy of others (this can be sharing personal information or images) 
x being proactive in letting someone know if there is something that 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: 

x Tell the person you don’t like what they are doing and you want them to stop.  
x 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. 

Highvale Primary School maintains a Zero Tolerance policy towards bullying and harassment of 
students, staff and parents in all forms. It is therefore the responsibility of staff, students and 
parents to work together and in support of one another to minimise the incidence and impact of 
bullying and harassment in our school. This will only be achievable if we take a whole school 
approach where everyone takes responsibility for ensuring that bullying, harassment and anti-social 
behaviour is not tolerated in any form. 
 
As part of our school wide positive behaviour framework, we aim to support students by teaching 
positive social skills, resilience and confident behaviours. We ask parents to be actively involved in 
supporting school programs, communicating with the school and supporting any disciplinary actions 
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or consequences that may result from student behaviour. Staff, students and parents all have 
responsibility for promoting, encouraging and modelling an anti bullying and harassment culture 
within the school. This includes reporting unacceptable or anti-social behaviour to a teacher. In this 
way, students will learn that reporting such behaviour is one way we can stand up for our rights and 
the rights of others. 

 

 

 

 

 
9. School Actions and Consequences 
 
Highvale Primary School utilises the School Wide Positive Behaviour Framework together with the 
principles of Restorative Practice as the cornerstone of our Student Engagement Guidelines. We aim 
to provide our students with the understanding and skills to be able to work towards managing and 
taking responsibility for their own behaviour and conduct. Where students are unable to resolve 
issues on their own, they are supported by teachers through restorative practices such as circle time 
and conferencing. Students have access to trained peer mediators during lunchtime yard sessions. 
 
Every effort will be made for students to understand the Highvale Primary School Student 
Engagement and Inclusion Guidelines. In situations where strategies such as conferencing are 
deemed not appropriate or insufficient, the school will initiate consequences for specific behaviour 
as deemed appropriate (See Appendix 4 and 5). 
 
Consequences for breaching school rules and expectations will be logically connected to the actions. 
These range from warnings, discussion with the student about their behaviour, student 
conferences, class circle time sessions, entry on behaviour cards, time out/temporary removal from 
a class or activity, contact with parents, involvement with the Primary Welfare 
Coordinator/Guidance Officer or on rare occasions, exclusion from our school in accordance with 
the DET Student Engagement Policy and Guidelines.  
 

Highvale Primary School rules are based on the following guidelines: 
 

x Every teacher has the right to teach and every child has the right to learn. 
x The need to follow teacher’s instructions. 
x The use of appropriate and acceptable language. 
x Safe and appropriate physical interaction with all students, teachers and members of our 

community – violence of any sort towards another person is not acceptable. 
x The care of school and personal property. 
x The following of safety procedures eg movement around school, safe classrooms, games, 

internet and E-mail Safety and dangerous objects) 
 

Student engagement, regular attendance and positive behaviours will be supported through 
relationship based whole-school and classroom practices, including: 
 

x Establishing predictable, supportive, engaging, fair and democratic classrooms and school 
environments with the School Wide Positive Behaviour Framework at the forefront 

x Ensuring student participation in the development of classroom and whole-school 
expectations, including the first 10 days program 
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x Providing personalised learning programs where appropriate for individual students 
x Individual goals setting for academic and personal learning 
x Consistently acknowledging all students 
x Empowering students by creating multiple opportunities for them to develop and 

demonstrate responsibility and be involved in decision-making 
x Providing physical environments conducive to positive behaviours and effective 

engagement in learning 
 

Inappropriate behaviours, including irregular attendance, will be responded to through a staged 
response, including: 

- understanding the student’s background and needs 
- ensuring a clear understanding of expectations by both students and teachers 
- identifying a student’s individual learning needs and/or preferred learning styles and 

adapting curriculum programs and structures to meet those needs 
- providing consistent school and classroom environments 
- scaffolding the student’s learning program 

 

Broader support strategies will include: 
- involving and supporting the parents/carers, 
- involving the student wellbeing coordinator,  
- mentoring and/or counselling 
- convening student support group meetings – the student support group is an important 

component of the staged response for students facing difficulty with engagement, 
attendance or behaviour 

- developing individualised flexible learning, behaviour or attendance plans 
- providing alternative activities and programs for students who are experiencing difficulties 

inter-acting with others or managing their own behaviour 
- involving DET and community support agencies where appropriate 
- implementing appropriate consequences in a clear and consistent manner 

 

Responding to challenging behaviour 
Where a student acts in breach of the behaviour standards of our school community, we will 
institute a staged response, as outlined in the DET Development Student Engagement and Inclusion 
Guidance (see Appendix 4). 
 

Discipline 
Disciplinary measures may be used as part of a staged response to challenging behaviour in 
combination with other engagement and support strategies to address the range of factors that 
may have contributed to the student's behaviour.  
Disciplinary measures that may be applied include: 

x Restorative approach (eg repairing damage caused) 
x Withdrawal of privileges 
x Withdrawal from class activities for a specified period. Where appropriate, parents/carers will 

be informed of such withdrawals 
x Detention 
x Suspension (in-school and out of school) 
x Expulsion 
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Discipline will be applied in a way that is proportionate to the behaviour and upholds procedural 
fairness. 

Corporal Punishment is prohibited in all Victorian schools. Corporal punishment must NOT be 
used at the School under any circumstances. 

Suspension and expulsion are measures of last resort and may only be applied when the grounds for 
suspension and expulsion set out in the Engagement and Inclusion Guidance have been met. 
 
Suspension and expulsion can only be approved by the principal and our school will follow the 
processes for applying these disciplinary measures set out in the Student Engagement and Inclusion  
Guidance. 
 
Information on grounds and processes for suspension and expulsion that our school will follow are 
available here: http://www.education.vic.gov.au/school/principals/participation/Pages/discipline.aspx 
 

An immediate suspension may be implemented when it is the only appropriate course of action in 
response to the student’s behaviour. For example; where a student has endangered the physical 
safety and wellbeing of themselves or another student(s). 
 
Consequences which may be implemented prior to suspension include: 

x Warnings regarding the inappropriate behaviour 
x Withdrawal of privileges 
x A student being placed on a behaviour/work card 
x A student being withdrawn from the yard for a period of time during recess and/or lunch or 

having their movements and play areas restricted. 
x Withdrawal from class if a student’s behaviour significantly interferes with the rights of 

other students to learn or the capacity of a teacher to teach a class 
x Being able to participate in recess & lunchtime play only under the direct supervision of a 

teacher (not the yard duty teacher) 
x Being withdrawn from school or year level programs such as swimming/inter-school sport 

or camp 
 

Where appropriate, parents/carers should be informed of such strategies and consequences.  
Where possible the principal/assistant principal will ensure that parents/carers are informed at least 
the day before a suspension. Students will be provided with appropriate work to complete during 
their suspension and a student support meeting will be held within 48 hours of a student returning 
from suspension, as per the DET policy guidelines. 
 
10. Engaging with Families 
The School values parent / carer input into its operations and curriculum offerings and seeks 
feedback through the Parent Opinion survey, and from parent representatives on School Council. 
The School Council provides financial assistance and encouragement to the Parents and Friends 
Association (PFA) in our efforts to build a sense of community. 
 
The school will support families to engage in their child’s learning and build their capacity as active 
learners. It provides an environment that welcomes all parents/carers and is responsive to them as 
partners in learning.  
 
The school will create successful partnerships with parents/carers and families by: 

- ensuring all parents/carers are aware of the school’s Student Engagement Policy 
- conducting effective school-to-home and home-to-school communications 
- providing volunteer opportunities to enable parents/carers and students to contribute 



Student Engagement, Inclusion and Well-Being Policy 

21 

 

- involving families with homework and other curriculum-related activities  
- involving families as participants in school decision-making 
- coordinating resources and services from the community for families, students and the 

school 
- involving families in Student Support Groups 

 
Parents responsibilities for supporting their child’s attendance and engagement are outlined at 
Appendix 3. Furthermore, parents are expected to act in a respectful and constructive manner 
when dealing with our school. More detail on parent responsibilities and consequences for 
inappropriate behaviour are outlined in our Statement of Values (Appendix 6). 
 
 
11. Evaluation 
Data collection and analysis 
 
Data will be collected regarding frequency and types of wellbeing issues, so as to measure the 
success or otherwise of school-based strategies and approaches.   
Some of sources of data used are: 

- Student Attitudes to School Survey data 
- School Level Report data 
- Parent Opinion Survey data 
- Data from case management work with students 
- Data extracted from software such as CASES21 or SOCS 
- Yard Incident report data spreadsheet 
- Classroom incident reports- collated 
Data collected from external wellbeing agencies    
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 It is the right of all m

em
bers of the School com

m
unity to experience a safe and supportive learning and teaching environm

ent. Staff, students and parents/ 
carers have a right to be treated w

ith respect, and enjoy an environm
ent free from

 bullying (including cyber bullying), harassm
ent, violence, discrim

ination or 
intim

idation. (Refer to our Bullying and Harassm
ent Policy) Teachers also have the rights to be inform

ed, w
ithin Privacy requirem

ents, about m
atters relating 

to students that m
ay im

pact on the teaching and learning for that student. 
Students have a responsibility to contribute positively to the educational experience for them

selves and other students, to participate fully in the school’s 
educational program

, and to ensure that their behaviours dem
onstrate respect for them

selves, their peers, their teachers and all other m
em

bers of the 
school com

m
unity.  

Parents/ carers have a responsibility to take an active interest in their child’s educational progress, m
odel and reinforce positive behaviours and ensure their 

child’s regular attendance.  They have a responsibility to support the school in m
aintaining a safe and respectful learning environm

ent for all students, and 
engage in regular and constructive com

m
unication w

ith school staff regarding their child’s learning. 
Teachers have a responsibility to dem

onstrate the standards set by the Victorian Institute of Teaching. That is, to know
 how

 students learn and how
 to teach 

them
 effectively, know

 the content they teach, know
 their students, plan and assess for effective learning, create and m

aintain safe and challenging learning 
environm

ents, and use a range of strategies to engage students in effective learning. Teachers also have a responsibility to fairly, reasonably and consistently 
im

plem
ent the Student Engagem

ent and Inclusion Policy. 
All m

em
bers have an obligation to ensure school property is appropriately used and m

aintained. 
Students 

Staff 
School Com

m
unity 

Rights of Students 

Students have a right to: 

x Feel safe 
x Be treated w

ith  respect and courtesy 
x Be treated fairly 
x Be able to w

ork and play w
ithout interference 

from
 others 

x Be valued for their individual differences 
x Recognise 

and 
celebrate 

grow
th 

and 
achievem

ent  
x Have access to the m

ost current and effective 
learning technologies  

Rights of Staff 

Staff have a right to: 

x 
Feel safe 

x 
Be treated w

ith  respect and courtesy 
x 

Be treated fairly 
x 

Be able to w
ork (teach) w

ithout interference 
from

 others 
x 

Be valued for their individual differences 
x 

Develop their professional know
ledge  

x 
W

ork in conditions w
hich are conducive to best 

possible practice  

Rights of the School Com
m

unity  

Parents have a right to: 

x 
Feel safe 

x 
Ensure 

a 
safe, 

secure 
harassm

ent 
free 

environm
ent w

here all com
m

unity m
em

bers 
feel w

elcom
ed and supported  

x 
Be treated w

ith  respect and courtesy 
x 

Be treated fairly 
x 

Be able to access school personnel in order to 
address issues 

x 
Be provided w

ith opportunities to have an 
input on school operations and decisions  

x 
Respect privacy and confidentiality  

x 
Be valued for their individual differences 

A
ppendix 1 
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Student Engagem
ent and W

ellbeing Strategies 

U
niversal strategies 

 Targeted strategies 

 Individual strategies 

- O
ur school w

ill deliver a broad curriculum
 including 

opportunities for students to engage in learning at all 
ability levels. 
- O

ur teachers w
ill adopt a range of teaching and 

assessm
ent approaches to effectively respond to the 

diverse learning styles, strengths and needs of our 
students 
- O

ur school w
ill develop behavioural expectations for 

all m
em

bers of the school com
m

unity in consultation 
w

ith students, staff and parents/carers, and these w
ill 

be taught to all students and shared w
ith their 

fam
ilies 

- O
ur school w

ill regularly acknow
ledge exam

ples of 
positive behaviour and student achievem

ent, both 
inform

ally in classroom
 settings and m

ore form
ally in 

events such as assem
blies and via com

m
unications to 

parents. 
- All students w

ill have the opportunity to participate 
in a social and em

otional learning curriculum
 program

 
through SW

PBS, Restorative Practices, Concept 
Curriculum

.  
- Students w

ill have the opportunity to contribute to 
and provide feedback on decisions about school 
operations both through the Student Representative 
Council(SRC) and other m

ore inform
al m

echanism
s. 

- All students in O
ut of Hom

e Care w
ill be appointed 

a Learning M
entor and w

ill be referred to Student 
Support Services for an Educational N

eeds 
Assessm

ent 
- School w

elfare staff w
ill undertake health 

prom
otion and social skill developm

ent in response 
to needs identified by classroom

 teachers or other 
school staff during the school year. 
- Relevant teaching staff w

ill apply a traum
a-

inform
ed approach (using Calm

er Classroom
s: A Guide 

to W
orking w

ith Traum
atised Children, and sim

ilar 
resources) to w

orking w
ith students w

ho have 
experienced traum

a, such as students from
 refugee 

backgrounds or w
ho are in out of hom

e-care.  
- Students in year 5 w

ill engage in social skills 
program

s including Better Buddies, Student 
Leadership program

, Fivesies. 
 

Strategies to support attendance and engagem
ent of 

individual students include: 
- M

eet w
ith student and their parent/carer to talk 

about how
 best to help the student engage w

ith 
school 
- Establish a Student Support Group. 
- Seek extra resources under the Program

 for 
Students w

ith Disabilities for eligible students 
-Develop a Behaviour Support Plan and/or Individual 
Learning Plan. 
- Consider if any environm

ental changes need to be 
m

ade, for exam
ple changing the classroom

 set up. 
- Refer to internal support services eg Leadership 
Team

 or Student Support Services  
- Refer to external support services including Child 
First, Local Governm

ent Youth Services, Com
m

unity 
Agencies, KKPP, CYM

HS, Kids Hope, etc 

Positive behaviours are encouraged through: 

9
 

Support Staff - as part of the Departm
ent of Education and 

Training (DET) Program
 for Students w

ith Disabilities (PSD) 
support staff are em

ployed to assist in m
eeting the specialised 

learning needs of particular students. These students are also 

9
 

Restorative Practice – conferences, circle tim
e 

9
 

Foundation-Year 6 Buddies 
9

 
Transition Program

s 
9

 
Individual Learning  Plans 

9
 

Year 5&
6 Student Leadership Program

 
9

 
Student Aw

ards 

9
 

Instrum
ental M

usic Program
 / Choir 

9
 

Differentiated Curriculum
 &

 CBL Learning Approach 
9

 
Kids Hope M

entor program
 

9
 

Better Buddies program
 

9
 

LAM
P  

9
 

After Hours School Care 

A
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Shared B
ehaviour Expectations  

To be read in conjunction w
ith ‘H

PS C
hild Safe Policy’ and ‘H

PS C
hild Safety C

ode of C
onduct’ 

O
ur shared expectations are based upon these key values and our dedication to ensuring that all our students can achieve the best possible learning and 

social outcom
es in a positive, stim

ulating and supportive environm
ent. O

ur shared expectations go hand in hand w
ith the rights and responsibilities of all 

m
em

bers of our com
m

unity. 
 Effective schools share high expectations for the w

hole school com
m

unity for the m
anner in w

hich staff, students and parents w
ill conduct them

selves. At 
Highvale P.S our agreed expectations are as follow

s: 

 
Students 

Parents/C
arers 

Principals/Teachers &
 Staff 

Engagem
ent 

(participation in 
the classroom

 
and other school 
activities) 

Dem
onstrate: 

x 
preparedness to engage in and take 
full advantage of the  school program

 

x 
effort  to do their very best 

x 
self-discipline to ensure a 
cooperative learning environm

ent 
and m

odel the school values 

x 
team

 w
ork to w

ork cooperatively and 
collaboratively w

ith peers and school 
com

m
unity groups 

x 
Ask for assistance w

hen required 

 

x 
Prom

ote positive outcom
es by valuing the 

im
portance of education and liaising w

ith 
the school on their child’s progress/needs 

x 
Com

ply w
ith M

inisterial O
rder N

o. 870 – 
Child Safe Standards 

x 
Support their child in their preparedness 
for the school day and in the provision of a 
supportive hom

e environm
ent  

x 
M

onitor their child’s school involvem
ent 

and progress and com
m

unicate w
ith the 

school w
hen necessary 

x 
Be inform

ed and supportive of school  
program

s and actively participate in school 
events/parent groups 

x 
Cooperate w

ith requests from
 the school 

 

x 
Com

ply w
ith duty of care obligations and have a 

responsibility to provide an educational environm
ent that 

can effectively engage all students 

x 
Com

ply w
ith M

inisterial O
rder N

o. 870 – Child Safe 
Standards 

x 
Provide appropriate, relevant and challenging curriculum

 
that gives students the opportunity to have input into their 
learning and experience success  

x 
M

ake sure every student has an equal opportunity to 
participate 

x 
Ask for student input into the curriculum

 and class 
environm

ent  
x 

Listen to students and value their contributions 
x 

Listen to parents’ insight into their children’s learning 
x 

Encouraging personal excellence 
x 

Developing independent learners 
x 

Provide enjoyable classroom
s 

x 
Provide a w

ide range of resources to engage students  
x 

Take into account the needs of specific students w
here 

practicable (such as students w
ith disabilities, EAL) 

x 
Encourage the participation of parents 

A
ttendance 

All students are expected to: 
Parents/Carers are expected to: 

In accordance w
ith legislation released M

arch 1, 2014 the 
school w

ill: 

supported by an ILP and regular Student Support Group (SSG) 
m

eeting involving parents, classroom
 teacher, integration aide 

and senior school personnel.  

9
 

House System
 

9
 

Cam
ps/Incursions/Excursions/Sw

im
m

ing program
 

9
 

Intra &
 inter school sport 

9
 

Student Representative Council 

A
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x 
attend and be punctual for all classes 
every day that the school is open to 
students 

x 
be prepared to participate fully in 
lessons 

x 
bring a note from

 their parents/carers 
explaining  an absence/lateness 

 

x 
ensure that their child’s enrolm

ent details 
are correct, including contact details 

x 
ensure their child attends regularly 

x 
advise the school as soon as possible w

hen 
a child is absent 

x 
account for all student absences 

x 
keep fam

ily holidays w
ithin scheduled 

school holidays  

x 
Support their child’s learning during 
absences and w

ork w
ith the school  to 

reintegrate students after prolonged 
absences 

x 
Proactively prom

ote regular attendance 
x 

m
ark rolls  accurately each m

orning and afternoon 

x 
follow

 up on any unexplained absences prom
ptly and 

consistently 
x 

Identify trends via data analysis 
x 

Report attendance data in the school’s Annual Report 

x 
Support students w

hose attendance is problem
atic by 

developing ‘Return to School’ plans and w
orking w

ith 
fam

ilies to im
plem

ent individual strategies 

Behaviour 
Students are expected to: 
x 

m
odel the school’s core values of 

respect, responsibility  and resilience 

x 
treat classm

ates, teachers and other 
adults w

ith respect and dignity 

x 
never physically or verbally abuse 
others. 

x 
take responsibility for their behaviour 
and its im

pact on others 

x 
obey all reasonable requests of staff. 

x 
respect the rights of others to learn. 
N

o student has the right to im
pact on 

the learning of others. 

x 
respect the property of others and 
value school resources 

x 
com

ply w
ith the school’s policies and 

w
ork w

ith teachers and parents in 
developing strategies to im

prove 
outcom

es 

x 
develop and use strategies to resolve 
m

inor conflict issues 

Parents/Carerss are expected to : 
x 

have high expectations of their child’s   
behaviour and an understanding of the 
schools  behavioural expectations 

x 
Com

m
unicate w

ith the school regarding 
their child’s circum

stances 

x 
Cooperate w

ith the school by assisting in 
the developm

ent and enforcem
ent of 

strategies to address individual needs 

x 
Follow

 the school’s Com
m

unication  policy 
w

hen com
m

unicating behavioural 
concerns 

x 
Com

m
unicate clearly w

ith the school about 
the needs of their children  

 

 

 

The school w
ill deliver an inclusive and com

prehensive 
curriculum

 w
hich prom

otes positive behaviours and 
em

phasises the w
ellbeing of every child  

The school w
ill em

ploy w
hole school and classroom

 practices 
to establish a clim

ate in w
hich appropriate behaviour is the 

norm
 for all students and focus on the im

plem
entation of 

preventative and early intervention strategies to deal w
ith 

attendance and behavioural issues 
The school w

ill consistently apply its Behavioural Expecations 
through a shared collegiate understanding and only exclude 
students in extrem

e circum
stances. 

The school recognises that for som
e students additional 

support m
ay be needed in the form

 of staged responses and is 
com

m
itted to w

orking w
ith fam

ilies to reintegrate students 
after exclusion 

Teachers, support staff and leadership are com
m

itted to: 

x 
Follow

ing up on all children’s concerns 

x 
Setting appropriate and achievable goals 

x 
M

odelling appropriate behaviour 

x 
Positive  reinforcem

ent of appropriate behaviour 

x 
Being non-judgem

ental  

x 
Displaying trust and confidentiality  
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Staged response checklist for student behaviour issues 

 

Stage 1: Promoting positive behaviour and preventing behavioural issues 

Suggested strategies School actions 

Define and teach school-wide expectations for all.  

Establish whole school positive behaviour programs.  

Establish consistent school-wide processes to identify 
and support students at risk of disengagement from 
learning. 

 

 

Stage 2: Responding to individual students exhibiting challenging behaviour 

Suggested strategies School actions 

Assess the behaviour and its functions, influences, and 
triggers (include student, parents and school wellbeing 
staff as appropriate). 

 

Develop Behaviour Support Plan and/or Individual 
Learning Plan (involve parent or carer)  

 

Consider if any environmental changes need to be 
made. 

 

Teach replacement behaviors. 

 

 

Engage Student Support Services and/or community 
services to undertake assessments and/or provide 
specialist support 

 

Establish a student support group 
 

Implement appropriate disciplinary measures that are 
proportionate to problem behaviours 

 

Consider out-of-school behaviour management options 
such as Student Development Centres (if available) 

 

 

Appendix 4 



 
 Process for responding to breaches of B

ehaviour Expectations  
 

 
 

 
 

 

R
ules 

C
lassroom

 Teacher R
esponsibility 

A
ssistant Principal/ Principal 

The school has five basic school rules.   

1. 
M

ove and play safely. 
2. 

Care 
for 

yourself, 
others 

and 
property. 

3. 
Resolve problem

s calm
ly, sensibly 

and fairly. 
4. 

Respect others through your speech 
and m

anner of conduct. 
5. 

W
ork as w

ell as you can and allow
 

others to do the sam
e. 

 

  

School Rules – W
hen Som

ething G
oes W

rong 
Restorative practices are utilised to engage children in 
conversation w

hich develop problem
 solving skills. 

 Children w
ork through a supportive process w

ith a 
teacher w

hich aim
s to build em

pathy and understanding.   
 Children w

ork tow
ards a solution w

hich is then expected 
to be put into practice.  W

here anti-social behaviour  
continues, individual plans are developed as a further 
preventative strategy, in consultation w

ith parents.   
 A

 R
estorative chat  

 W
e’re here to talk about …

…
..  

Can you tell us w
hat happened?  

W
hat w

ere you thinking?  
W

as it the right/w
rong thing to do?  

W
ho has been affected/upset/harm

ed by your actions?  
In w

hat w
ays?  

How
 has this affected you?  

How
 can I help 

  

 

Im
plem

ent a staged response: 

x 
Speak w

ith the student prior to 
actioning 

x 
Reflection sheet 

x 
Restorative chat w

ith affected parties 
x 

Inform
  parent of m

isbehaviour  
x 

Behaviour Plans developed/ 
im

plem
ented 

x 
Student Contract 

x 
Student support conference/ SSG 

x 
In house suspension 

x 
Recom

m
endation to externally 

suspend  

  

A
ppendix 5 
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A
ttendance and punctuality 

x 
Students m

ust be on tim
e to all classes 

x 
Students w

ho are late to school m
ust 

report to the general office to get a late 
pass. 

x 
Students w

ho leave school early m
ust 

have a parent/ carer sign them
 out at 

the office. 

x 
Students absent from

 school m
ust 

ensure reasons for the absence have 
been com

m
unicated w

ith the school. 

x 
N

otification from
 hom

e (ie: signed note 
or m

edical certificate) m
ust accom

pany 
all absences.  

x 
Students m

ust not leave the school 
grounds w

ithout perm
ission. 

Collect late pass. Adjust entry on eCASES21 or class roll to 
Late (L) if after 11am

. 

Collect Early leavers pass. Adjust entry on eCASES21 or 
class roll to Early leaver (E) if betw

een 11.00 and 3.30pm
 

If lateness/ absenteeism
 is a recurring issue for the 

student: 

1. 
Contact parents 

2. 
Contact Assistant Principal. 

 

Speak to student about lateness issues. 

O
n going lateness/ absence:  

1. 
Call hom

e to discuss concerns 

2. 
Letter hom

e outlining concerns and 
potential consequences 

3. 
Hom

e visit 

Follow
 through w

ith student and / or 
parent/guardian/carer 

After three or m
ore days absence: O

rganise for 
attendance SSG as per the school’s attendance 
strategy. Inform

 Assistant Principal  

Inform
 the Principal Class via distribution list. 

 

U
niform

 (Refer to U
niform

 Policy) 

x 
Students m

ust adhere to the school 
uniform

 requirem
ents.  

x 
It is com

pulsory for all students to 
w

ear appropriate footw
ear at all 

tim
es. 

 

 Report extrem
es in appearance to Principal Class. 

 Contact Parents. 

Bullying and H
arassm

ent (see Policy) 
 Follow

 Procedures outlined above and; 

Contact parents and involve Assistant Principal 



Student Engagement, Inclusion and W
ell-Being Policy 

31  

x 
Students m

ust not bully, intim
idate, 

exclude or harass others. This 
includes any verbal, cyberbullying, 
physical or sexual conduct w

hich is 
uninvited, unw

elcom
e or offensive 

to a person. 

 

Report to Principal/ Assistant Principal 

 

Refer to schools eLearning Policy, Bullying and 
Harassm

ent Policy  

U
se resources from

 Bullystoppers, “I’ve been 
called a bully” or “Students and Cyberbullying” 
to prom

pt reflection.  

Consequences m
ay include apology, anti 

bullying contract, student task related to anti 
bullying/cyber bullying, presentation of task to 
year level, referral to intervention program

 
and/or counselling. 

Som
e cases m

ay w
arrant im

m
ediate 

suspension. This decision m
ust be m

ade by the 
Principal. 

Student rem
oved from

 classroom
 and parent 

contacted to collect students. Follow
ing 

procedure in Student Engagem
ent and 

Inclusion Guidance re: Im
m

ediate suspension. 

Property and security 

x 
Students are to respect all school 
property. 

x 
Students m

ust not enter staff room
, 

offices or buildings unless supervised. 

x 
Students m

ust bin all rubbish 

Challenge behaviours around rights and responsibilities 
and im

pose consequence e.g. clean up duties in school 
grounds.  

For repeated offences, refer to Assistant Principal 

   

Challenge behaviours around rights and 
responsibilities and im

pose consequence  

For repeat offenders, develop an 
individualised plan to re-gain trust during 
recess, lunch 

Parent notified. Student required to repair 
dam

age. Parent m
ay be required to m

eet costs 
if external service needed.  
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x 
Students m

ust not have chew
ing gum

 
at school. 

x 
Students m

ust return borrow
ed school 

m
aterial on tim

e. 

x 
School w

ill not be responsible for loss 
of valuables. 

x 
Students m

ust leave school bags in 
hallw

ays, unless directed otherw
ise by 

staff. 

x 
Electronic devices m

ust not be used 
w

ithout perm
ission.   

x 
M

obile phones are to be handed in to 
the school office each m

orning. 

x 
Classroom

s m
ust be left neat and tidy. 

x 
Graffiti of any kind w

ill not be 
tolerated.  

     Confiscate iPod or m
obile phone and take to General 

office 

  O
rganise for students to rem

ain behind and tidy the 
room

 or area. 

Retain any evidence of graffiti and report to Principal 
Class 

If extensive and persistent issue, organise a 
parent m

eeting to review
 behaviour and 

discuss supports and next steps, follow
ing the 

staged response checklist. 
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  STATEM
EN

T O
F VALU

ES 

PRO
M

O
TIN

G
 H

EA
LTH

Y, SA
FE A

N
D

 RESPECTFU
L SCH

O
O

L CO
M

M
U

N
ITIES 

H
ighvale Prim

ary School recognises the im
portance of the partnership betw

een 
schools and parents to support student learning, engagem

ent and w
ellbeing. W

e 
share a com

m
itm

ent to, and a responsibility for, ensuring inclusive, safe and orderly 
environm

ents for children and young people.   

This Statem
ent of Values sets out our behavioural expectations of all m

em
bers in this 

school com
m

unity, including the principal, all school staff, parents, students and 
visitors. It respects the diversity of individuals in our school com

m
unity and addresses 

the shared responsibilities of all m
em

bers in building safe and respectful school 
com

m
unities. 

D
iscrim

ination, sexual and other form
s of harassm

ent, bullying, violence, aggression 
and threatening behaviour are unacceptable and w

ill not be tolerated in this school. 

O
ur Statem

ent of Values acknow
ledges that parents and school staff are strongly 

m
otivated to do their best for every child. E

veryone has the right to differing opinions 
and view

s and to raise concerns, as long as w
e do this respectfully as a com

m
unity 

w
orking together.   

R
E

S
P

O
N

S
IB

ILITIE
S

  

A
S

 P
R

IN
C

IP
A

LS
 A

N
D

 S
C

H
O

O
L LE

A
D

E
R

S
, W

E
 W

ILL:  

� 
W

ork collaboratively to create a school environm
ent w

here respectful and safe 
conduct is expected of everyone. 

� 
Behave in a m

anner consistent w
ith the standards of our profession and m

eet core 
responsibilities to provide inclusive, safe and orderly environm

ents.  

� 
Plan, im

plem
ent and m

onitor arrangem
ents to ensure the care, safety, security 

and general w
ellbeing of all students in attendance at the school is protected. 

� 
Identify and support students w

ho are or m
ay be at risk. 

� 
D

o our best to ensure every child achieves their personal and learning potential. 
� 

W
ork w

ith parents to understand their child’s needs and, w
here necessary, adapt 

the learning environm
ent accordingly. 

� 
R

espond 
appropriately 

w
hen 

inclusive, 
safe 

or 
orderly 

behaviour 
is 

not 
dem

onstrated and im
plem

ent appropriate interventions and sanctions w
hen 

required. 
� 

M
ake know

n to parents the school’s com
m

unication and com
plaints procedures. 

� 
Ask any person w

ho is acting in an offensive or disorderly w
ay to leave the school 

grounds.   
 A

S
 TE

A
C

H
E

R
S

 A
N

D
 A

LL N
O

N
-TE

A
C

H
IN

G
 S

TA
FF, W

E
 W

ILL: 

� 
M

odel positive behaviour to students consistent w
ith the standards of our 

profession.  
� 

Proactively engage w
ith parents about student outcom

es.  
� 

W
ork w

ith parents to understand the needs of each student and, w
here necessary, 

adapt the learning environm
ent accordingly. 

� 
W

ork collaboratively w
ith parents to im

prove learning and w
ellbeing outcom

es for 
students w

ith additional needs.  
� 

C
om

m
unicate w

ith the principal and school leaders in the event w
e anticipate or 

face any tension or challenging behaviours from
 parents. 

� 
Treat all m

em
bers of the school com

m
unity w

ith respect. 
 A

S
 P

A
R

E
N

TS
, W

E
 W

ILL: 

� 
M

odel positive behaviour to our child. 

Highvale PRIM
ARY SCHO

O
L  

A
ppendix 6 
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� 
Ensure our child attends school on tim

e, every day the school is open for 
instruction. 

� 
Take an interest in our child’s school and learning. 

� 
W

ork w
ith the school to achieve the best outcom

es for our child.   
� 

C
om

m
unicate constructively w

ith the school and use expected processes and 
protocols w

hen raising concerns.   
� 

Support school staff to m
aintain a safe learning environm

ent for all students. 
� 

Follow
 the school’s com

plaints processes if there are com
plaints. 

� 
Treat all school leaders, staff, students, and other m

em
bers of the school 

com
m

unity w
ith respect. 

    
 

-    A
S

 C
O

M
M

U
N

ITY
 M

E
M

B
E

R
S

, W
E

 W
ILL: 

� 
M

odel positive behaviour to the school com
m

unity. 
� 

Treat other m
em

bers of the school com
m

unity w
ith respect. 

� 
Support school staff to m

aintain a safe and orderly learning environm
ent for all 

students. 
� 

U
tilise the school’s com

m
unications policy to com

m
unicate w

ith the school.    
 TH

E
 D

E
P

A
R

M
E

N
T O

F E
D

U
C

A
TIO

N
 A

N
D

 TR
A

IN
IN

G
 W

ILL: 

� 
Provide support and advice to principals to equip them

 to m
anage and respond to 

challenging behaviour of students, parents and staff. 
� 

Provide practical guidance and resources to support schools to m
anage and respond to 

challenging behaviour of students, parents and staff. 

� 
Provide practical guidance and resources to support schools respond to and prevent 
bullying and prom

ote cyber-safety and w
ellbeing. 

� 
Provide access to evidence based resources and strategies to increase student safety, 
w

ellbeing and engagem
ent.  

� 
Provide schools w

ith practical and legal support as required. 
� 

Provide parents w
ith practical guidance and resources to resolve conflicts w

ith the 
school. 

Consequences for failing to uphold the statem
ent of values 

U
nreasonable behaviours 

Behaviours that are considered inappropriate on and adjacent to school grounds or in relation 
to school business and that do not uphold the principles of this Statem

ent of Values include 
w

hen a person: 

� 
is rude, aggressive or harasses others 

� 
sends rude, confronting or threatening letters, em

ails or text m
essages 

� 
is m

anipulative or threatening 
� 

speaks in an aggressive tone, either in person or over the telephone 
� 

m
akes sexist, racist or derogatory com

m
ents 

� 
inappropriately uses social m

edia as a forum
 to raise concerns/m

ake com
plaints 

against the school  
� 

is physically intim
idating, e.g. standing very close. 

 C
O

N
S

E
Q

U
E

N
C

E
S

  

Principals are responsible for determ
ining w

hat constitutes reasonable and unreasonable 
behaviour. 
U

nreasonable behaviour and/or failure to uphold the principles of this Statem
ent of Values 

m
ay lead to further investigation and the im

plem
entation of appropriate consequences. 

This m
ay include: 

 
� 

utilising m
ediation and counselling services 

� 
alternative com

m
unication strategies being applied 

� 
form

al notice preventing entry onto school prem
ises or attendance at school 

activities. W
ritten notice w

ill follow
 any verbal notice given.  

� 
an intervention order being sought 

� 
inform

ing the police w
hich m

ay result in a charge of trespass or assault 

A
S STU

D
EN

TS, W
E W

ILL: 

� 
M

odel positive behaviour to other students. 
� 

Com
ply w

ith and m
odel school values.  

� 
Behave in a safe and responsible m

anner.  
� 

Respect ourselves, other m
em

bers of the school com
m

unity 
and the school environm

ent. 
� 

Actively participate in school. 
� 

N
ot disrupt the learning of others and m

ake the m
ost of our 

educational opportunities.   
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By agreeing to m

eet specified standards of positive behaviour, everyone in our school 
com

m
unity can be assured that they w

ill be treated w
ith fairness and respect. In turn, this 

w
ill help to create a school that is safe and orderly, w

here everyone is em
pow

ered to 
participate and learn.  
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Student Support Services – Pre-referral steps 

 

The following steps are important when you have a concern about the welfare, wellbeing or academic ability of 
a child in your class.  They help ensure referrals can be allocated appropriately and action taken as quickly as 
possible.  

 

Step 1 Check the students school file, and double check your classroom file to see if there has been any 
previous testing or support from school welfare staff or student support services. 

Step 2 Speak to your colleagues and coordinators to see if there is any history that has not been formally 
recorded (keep brief notes and put in your classroom file to pass along to the next teacher)  

Step 3 Consult with your Principal or Assistant Principal and ask whether there has previously been any 
assessment or support. They will check their confidential student files to see if there are any reports 
or details on file. Together you can discuss supports within the school that may be used to support 
the child.  

If you have a Social Worker or Welfare Coordinator at your school it is also important to speak with 
them, and discuss any strategies or supports they recommend.  

Step 4 Arrange a meeting with the child’s parents to discuss your and their concerns. If required, or desired, 
you may like to ask the Prin/AP  

It’s important to ask questions and take notes of information discussed. The following questions are 
important for all referrals, and help streamline the process of referral if that is required. At all times, 
take notes, as this can help speed up referrals and support parents.   

 x Tell me about X’s history at school. 
x Did you have any concerns when your child was a preschooler? 
x What language do they speak at home? 
x Have his/her previous teachers/carers expressed any concerns? 
x What are your concerns for your child?  

Department of Education and 
Training (DET) 
 

North – Eastern Victoria Region 

 

 

 

Appendix 7 
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x Tell me your child’s strengths and what helps motivate or build their confidence. 
x Has your child had any previous assessment/testing/intervention? 

o Hearing/Auditory Processing/Vision/Medical? 
o Speech Pathology? Occupational Therapist? 
o Psychologist? Paediatrician? 

x Is there a family history of any difficulties? 
x What are your goals for your child? What do you want for them? In the short term, 

and in the longer term?  

Step 5 Discuss strategies with the parents and make a plan about the next step for this student. Strategies 
for both the classroom and at home are important. This may include the parent accessing hearing 
and vision testing, while a referral is in place for assessment at school, or the parents may like to 
access a private assessment if they would like the testing/support started quickly.   

A simple list of the goals and the strategies you are going to try will be helpful once a referral is 
made. It ensures the recommendations provided are addressed at the appropriate level for you, the 
student and family.   

Step 6 Arrange another meeting with the parents after an agreed time frame, which will vary according to 
the issue (best practice is to set the time when meeting the parents initially).  Try the strategies you 
have discussed, or follow up on the agreed actions during this time.  

Step 7 At the next meeting review the strategies with the parents – decide what has helped and what hasn’t 
(if anything).  

If there is still cause for concern, take all the information you have collected to your 
Principal/Assistant Principal for consultation.  This may involve discussion and mentoring on other 
strategies for support, and if it is appropriate a referral may be discussed with Student Support 
Services staff.  If the Principal/Assistant Principal is/has been involved already, these options may 
be discussed within the meeting. 

Step 8 The Principal/Assistant Principal will discuss this case with the Student Support Services staff 
allocated to your school, who may provide advice and additional suggestions/support, ask for more 
information or agree that a referral is appropriate. Meetings with SSS staff are designed to help 
schools make decisions about appropriate actions required for each case.  

 Following this the Prin/AP will feedback to you, and you may be asked to go back to the parent and 
discuss other options for support, or you may be given a referral form to complete.  

It is important to remember that the Prin/AP has knowledge about what is happening in the whole 
school, and sometimes, while the issue for this child is certainly valid and important, there are other 
priorities that need to be addressed before a referral for this student can be actioned.   

 If you are given a referral form, please complete in as much detail as possible. This helps Student 
Support Services allocate the best personnel, and ensure the student is getting the best service. All 
questions must be completed in as much detail as possible.  Make sure you include all the strategies 
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you have already tried, and include what you are expecting from the referral (i.e. Are you expecting 
an assessment or counselling or support for the parents or suggestions for the classroom?)   

Step 9 Only after the referral form is completed and has been discussed with the SSSO staff, will the parent 
consent form be given to the parents for signing. Best practice is for the Principal/Assistant Principal 
to speak (in person or by phone) with the parent to discuss the referral and ask for the consent form 
to be signed.   

It’s a pretty big thing for a parent to hear their child may need support and so sensitivity at all stages 
is really important.  

Step 
10 

After the parent has signed the consent form, a referral may then be made on the SOCS (Student 
Online Case System), and will be allocated and actioned as soon as possible by the Student Support 
Services staff. 

Student Support Services Pre-referral Checklist 

Student Name:  

Date of Birth:  

  Date 
completed: 

Step 1  Check the student’s school file, and classroom file.  

Step 2 Speak to your colleagues and coordinators   

Step 3 Consult with your Principal or Assistant Principal  

Check the schools confidential student files  

 

Step 4 Arrange a meeting with the child’s parents to discuss your and their concerns. 
Write notes. (invite Prin/AP/PLT Leader if required) 

 

 x Tell me about X’s history at school. 
x Did you have any concerns when your child was a preschooler? 
x What language do they speak at home? 
x Have his/her previous teachers/carers expressed any concerns? 
x What are your concerns for your child?  
x Tell me your child’s strengths and what helps motivate or build their confidence. 
x Has your child had any previous assessment/testing/intervention? 

o Hearing/Auditory Processing/Vision/Medical? 
o Speech Pathology? Occupational Therapist? 
o Psychologist? Paediatrician? 

x Is there a family history of any difficulties? 
x What are your goals for your child? What do you want for them? In the short 

term, and in the longer term?  
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Step 5 Make a plan with the parents  

x Strategies for the classroom  
x Strategies for home  
x (a simple written plan/summary is helpful/important)   

 

Step 6 Arrange another meeting with the parents  

Try the strategies or follow up on the agreed actions during this time.  

 

Step 7 Review the strategies with the parents  

If there is still cause for concern speak to your Principal/Assistant Principal 

 

Step 8 P/AP will discuss case in SSSO Team meeting and feedback to you  

 Either: 

Follow up on strategies discussed with P/AP and/or discuss further with the 
parent 

 

 OR  

Complete referral form    

 

Step 9 School to discuss possible referral with parent and ask for consent form to be 
signed  

 

Step 10 Referral may be put onto SOCS  

 

 

Teacher Signature:  Date completed:  

Prin/AP Signature:  Date completed:  

This checklist can be completed and kept in both the student’s classroom file and the main school file or confidential files 
to show a record/history of referrals for Student Support Service 


