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RATIONALE 

The Department of Education and Training (DET) is committed to providing safe, secure and high quality 
learning development opportunities for every student in all Victorian schools. 

AIM 

To encourage educational achievement and excellence, to prevent absences and foster a healthy school 

culture in which high levels of achievement take place within a positive social environment through 

engagement. 

 

IMPLEMENTATION 

At Barton Primary School we will: 

 Adhere to our school values and vision to ensure a safe, secure and stimulating environment for all 

students 

 Uphold the statements of Rights and Responsibilities (Appendix 1) 

 Refer to our Guiding Principles to implement this policy 

 Support the social, emotional and educational needs of our students through a range of 

engagement strategies 

 Regularly monitor attendance 

 Identify students and implement appropriate strategies for those requiring additional support 

 Have shared behaviour expectations or students, parents, care givers and school staff 

 We will implement a Staged Response to challenging behaviours 

 Provide a safe and friendly environment for students and staff to prevent bullying. 

 Create successful partnerships with parents care givers and families by using a range of strategies. 

See Guidelines and Appendices  

 

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: 

 the Attitudes to School Survey data 

 school level report data 

 parent survey data 

 data from case management work with students 
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 data extracted from software such as CASES21 or SOCS 

 

This policy was endorsed by School Council on 20/5/2019 

 

REVIEW 

This policy will be reviewed annually or more often if necessary due to changes in regulations or circumstances. 

RELATED POLICIES 

 Child Safe Policy 

 Bullying Prevention Policy 

 Student Management – Code of Conduct Policy 
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GUIDELINES AND APPENDICES 

School profile: 

Barton Primary School is a new PPP (Public/Private Partnerships) school that opened on the 31st January, 
2017.  It is situated in the growth corridor of south east Melbourne in the City of Casey, 5km from the main 
street of Cranbourne.  The school’s current enrolment for 2017 is 250 students however the school is 
anticipated to grow to 500+ within 3-5 years.  The school has been designed to create contemporary 
learning environments that facilitate learning and a learner centred approach.  The school curriculum is 
based on the Victorian Curriculum incorporating the Australian Curriculum.  Barton Primary School is an 
exciting social infrastructure hub for the growing community. The school includes a Community Hub space 
which will be managed by the YMCA after school hours to provide Outside School Hours Care services and 
other community programs to local families and residents.  

School values and vision 

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 Approach 
to Bullying Policy for more information. 

Our vision: 

To prepare each of our students for success in their ever changing future by providing them with the necessary skills, 
knowledge and general capabilities 

Our values:  

 Respect 

 Determination 

 Optimism 

 Success 

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

 

Guiding principles 

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

 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. 

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

 The school will support families to engage in their child’s learning and build their capacity as active learners. 
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 The school promotes active ‘student participation’ as an avenue for improving student outcomes and 
facilitating school change.   

 The school will establish social/emotional and educational support for vulnerable students and monitor and 
evaluate progress. 

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

 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. 

Engagement Strategies 

To realise our vision, 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 (see Appendix 2). 

Our 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 positive peer relationships. 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 school provides an attractive, stimulating learning environment and a range of extra-curricular offerings which 

help children to experience success and thus develop a sense of competency and self-esteem.  

Our school recognises that student engagement and school connectedness underpin effective learning. The positive 

school culture is supported by a range of programs and support systems which are described in this section. 

Class teachers begin each year with an emphasis on establishing a positive class environment through the Positive 

Start Program.  

Clear expectations of acceptable behaviour are based around the five school rules and conversations form the basis 

of ‘making it right’. Consequences are clearly delineated and the focus is on maintaining a positive learning 

environment. 

CASES 21 and Sentral attendance monitors attendance in real time. Follow up with prolonged or repeated absences 

by class teachers rather than Administration, has assisted in developing closer relationships between school and 

home.  

The school continues to develop intervention programs catering for students with identified learning needs. The 

programs may include English as an Additional Language and focussing on the explicit teaching of literacy and 

numeracy. Student Support Services and outside agencies such as DHHS, OnPsych, ChildFirst, ELMHS and CAMHS are 

available to provide advice and support when necessary. 

Identifying students in need of extra support 
Our school will utilise the following information and tools to identify students in need of extra support using the 
following strategies (see Appendix 3): 

 Personal information gathered upon enrolment 
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 Attendance rates 

 Academic performance, particularly in literacy and numeracy assessments  

 Behaviour observed by classroom teachers 

 Student Management and Reporting Tool (Sentral) 

 School Entry Health Questionnaire 

 Engagement with student families 

 
Behavioural expectations 
 
Shared behaviour expectations for students, parents/carers and school staff are detailed at Appendix 4. 

 
School actions 
 

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 Department of Education and Training Student Engagement and Inclusion Guidance (see 
Appendix 5 and 6). 

Discipline 

Disciplinary measures may be used as part of a staged response to challenging behaviour (see Appendix 5) 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: 

 Restorative approach (eg repairing damage caused) 

 Withdrawal of privileges 

 Withdrawal from class activities for a specified period. Where appropriate, parents/carers will be informed of 
such withdrawals 

 Detention 

 Suspension (in-school and out of school) 

 Expulsion 

Discipline will be applied in a way that is proportionate to the behaviour and upholds procedural fairness (see 
Appendix 6). 

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 Department of Education and Training Student 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 Department of Education and Training Student Engagement and Inclusion 
Guidance. 
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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/spag/participation/Pages/suspensions.aspx 

http://www.education.vic.gov.au/school/principals/spag/participation/Pages/expulsions.aspx 

Bullying and harassment 

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; and 

 reduced career prospects. 
 
If a student sees another person being harassed or bullied they should report it to an appropriate person. 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.  

 

Definitions 

Harassment is any verbal, physical or sexual conduct (including gestures) which is uninvited, unwelcome or offensive 

to a person.  

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

group.  

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 or web pages. It can also include bullying through 

mobile phone technologies such as SMS. It may involve text or images (photos, drawings) 

Examples of cyberbullying behaviour are: 

 teasing and being made fun of; 

 spreading of rumours online; 

 sending unwanted messages; and 

 defamation. 

Cyberbullying can happen to anyone and the bully can act anonymously if they want. People can also be bullied 

online by groups of people such as class groups or collective members of an online community. 

 
 
 

http://www.education.vic.gov.au/school/principals/spag/participation/Pages/suspensions.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/Pages/expulsions.aspx
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Engaging with families 
 
The school will support families to engage in their child’s learning and build their capacity as active learners.  

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 

 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 consequences for inappropriate behaviour are outlined in our Student Management - Code of Conduct Policy 
(Appendix 7) 

 

APPENDICES  
 

Appendix 1: Statement of Rights and Responsibilities 

Appendix 2: Student Engagement Strategies 

Appendix 3: Referral Process for concerns about students  

Appendix 4: Shared Behavioural Expectations 

Appendix 5: Staged response to behaviour issues 

Appendix 6: Process for responding to breaches of Behaviour Expectations 

Appendix 7: Student Management – Code of Conduct Policy 

 

This policy is informed by DET: 
http://www.education.vic.gov.au/school/teachers/studentmanagement/Pages/engagepol.aspx 

http://www.education.vic.gov.au/school/teachers/studentmanagement/Pages/studentengagementguidance.aspx 

 

 

 

 

 

 

 

http://www.education.vic.gov.au/school/teachers/studentmanagement/Pages/engagepol.aspx
http://www.education.vic.gov.au/school/teachers/studentmanagement/Pages/studentengagementguidance.aspx
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Appendix 1 

STATEMENT OF RIGHTS AND RESPONSIBILITIES 

It is the right of all members of the School community to experience a safe and supportive learning and teaching 

environment. Staff, students and parents/ carers have a right to be treated with respect, and enjoy an environment 

free from bullying (including cyber bullying), harassment, violence, discrimination or intimidation. (Refer to our 

Approach to Bullying Policy and Child Safety Policy). 

Teachers also have the rights to be informed, within Privacy requirements, about matters relating to students that 

may impact on the teaching and learning for that student. 

Students have a responsibility to contribute positively to the educational experience for themselves and other 

students, to participate fully in the school’s educational program, and to ensure that their behaviours demonstrate 

respect for themselves, their peers, their teachers and all other members of the school community.  

Parents/ carers have a responsibility to take an active interest in their child’s educational progress, model and 

reinforce positive behaviours and ensure their child’s regular attendance.  They have a responsibility to support the 

school in maintaining a safe and respectful learning environment for all students, and engage in regular and 

constructive communication with school staff regarding their child’s learning. 

Teachers have a responsibility to demonstrate 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 maintain safe and challenging learning environments, and use a range of 

strategies to engage students in effective learning. Teachers also have a responsibility to fairly, reasonably and 

consistently implement the Student Engagement Policy. 

All members have an obligation to ensure school property is appropriately used and maintained. 
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Appendix 2 

Student Engagement Strategies 

Universal strategies Targeted strategies Individual strategies 

 Our teachers will adopt a 
range of teaching and 
assessment approaches to 
effectively respond to the 
diverse learning styles, 
strengths and needs of our 
students 

 Our school will develop 
behavioural expectations for 
all members of the school 
community in consultation 
with students, staff and 
parents/carers, and these will 
be taught to all students and 
shared with their families 

 Our school will regularly 
acknowledge examples of 
positive behaviour and 
student achievement, both 
informally in classroom 
settings and more formally in 
events such as assemblies 
and via communications to 
parents. 

 All students will have the 
opportunity to participate in 

 All students in Out of Home Care will be appointed a Learning Mentor and will be referred to 
Student Support Services for an Educational Needs Assessment 

 Relevant teaching staff will apply a trauma-informed approach using 
http://www.education.vic.gov.au/school/teachers/studentmanagement/Pages/specificsupport.aspx#link73 
and similar resources) to working with students who have experienced trauma, such as 
students from refugee backgrounds or who are in out of home-care.  

 

 

 Strategies to support attendance and 
engagement of individual students include: 

o Meet with student and their 

parent/carer to talk about how best to 

help the student engage with school 

o Establish a Student Support Group. 

o Seek extra resources under the 

Program for Students with Disabilities 

for eligible students 

o Develop a Behaviour Support Plan 

and/or Individual Learning Plan. 

o Consider if any environmental changes 

need to be made, for example 

changing the classroom set up. 

o Refer to internal support services eg 

Student Welfare Coordinator or 

Student Support Services  

o Refer to external support services 

including ChildFirst, Local Government 

Youth Services, Community Agencies  

 

http://www.education.vic.gov.au/school/teachers/studentmanagement/Pages/specificsupport.aspx#link73
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a social and emotional 
learning curriculum program  

 Students will have the 
opportunity to contribute to 
and provide feedback on 
decisions about school 
operations both through the 
Student Representative 
Council and other more 
informal mechanisms. 
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Appendix 3 
Referral Process for students in need of extra support 

Prior to referring a student to the Learning Support Team, please ensure you have completed the steps 

on this checklist. Attach this to the referral form. 

 Referral Steps Completed? 

1 Complete a student background check 
What has the school done in this year and previous years, to assist this student? (ILP, 
modification to programs, Reading Recovery, SPA, numeracy intervention, extra 
support, etc) 
Discuss your concerns with previous teachers, parents, Learning Support Coordinator  
Commence creating documentation on this student and provide photocopies 
attached to this form when handing to Learning Support Team 

 

2 Where applicable, have a conversation with the parents and state your intention to 

refer the student for further discussion and consultation at the Learning Support 

Team meeting 

 

3 Ensure Hearing has been checked  - ask parents to provide documentation  

4 Ensure Vision has been checked - ask parents to provide documentation  

5 Are there any general health issues that will impact on learning?   

6 Are there any emotional concerns that will impact on learning/wellbeing?   

7 If academic progress is a concern? Is there an ILP in place?  

Has the ILP been in place for at least a term with parent input? 

What evidence is there of this? (meetings, screening tests, NAPLAN, OnDemand 

Testing, Reading levels, etc) 

Collate this documentation – submit with this checklist to Learning Support Team 

 

8 If behaviour is a concern, is there a BMP in place? 

Has the BMP been in place for at least a term with parent input? 

What evidence is there of previous intervention? (meetings, screening tests, previous 

BMPs) 

Collate this documentation – submit with this checklist to Learning Support Team 

 

9 Discuss ILP and/or BMP with Principal Class prior to sending out to families  

10 Collate documentation to attach to the Student Wellbeing and Learning Support 

referral form 

 

11 Complete Student Wellbeing referral form, with documentation attached and submit 

to Learning Support Co-ordinator 

 

 

Students who are referred to the DET Student Support Services (academic, social, emotional concerns) 

need to have an Individual Learning or Behaviour Plan that has been in place for at least a term. The ILP 

should be discussed with parents. A proforma for an ILP can be found at:  ILP Proforma  A document to 

assist with planning an ILP can also be found in this folder.  

file://///5560sfs01.services.education.vic.gov.au/Public/Staff/Learning%20and%20Teaching/2019/Learning%20Intervention/Proformas/INDIVIDUAL%20LEARNING%20PLAN%20proforma%20BLANK.docx
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STUDENT SUPPORT SERVICES 

Student Information Form 

CONFIDENTIAL 

 

Student Name:  

Date of Birth:  

School:  

SSS Key Contact:  

Case discussed with Key Contact? YES / NO Date: ____ / ____ / 
____________ 

 

This form is optional and is designed to support the pre-referral and SSS referral process by providing 
information about the student and their needs. 

The pre-referral process provides an opportunity for schools to conduct an informal assessment of identified 
students who require additional assistance, are at risk of disengagement, or experiencing difficulties with 
learning or wellbeing. 

This pre-referral process may include consultation or referral to appropriate community agencies better 
placed to address the student or family concerns. Pre-referral phase activities for the school to undertake 
may include:  

identification of students or groups of students who require additional assistance and the type of support they 
require  

collection of information on student’s engagement and learning progress or difficulties  

review of relevant information available to the school which might help to clarify issues affecting student 
learning or wellbeing, such as specialist reports  

development of individual learning plans for students outlining a range of actions and classroom and school-
based strategies to address concerns  

evaluation of the effectiveness of individual learning plan actions and strategies  

identification of broader advice, expertise or services that may be required, such as consultation, 
professional learning, early intervention programs or group work with students  

identification of appropriate whole school approaches, programs or interventions that provide universal 
service provision  

consultation or referral to appropriate or specialised community agencies and programs  

consultation with SSS key contact/team regarding potential referral  

referral to appropriate services such as SSS if required.  

Please scan and upload this form onto SOCS with your referral with any attachments. 
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STUDENT DETAILS 

Student Name:  

Preferred Name:  

Date of Birth:  Age 

Victorian Student Number  

Gender ☐  Male ☐  Female ☐ Other: 

Year Level:  

Class/Home Teacher:  

Current School:  

Previous School:  

Country of Birth:  

Is the student of Aboriginal or 
Torres Strait Islander origin? 

☐ No  ☐ Yes, Aboriginal  ☐ Yes, Torres Strait Islander  ☐ Yes - both 

Refugee Background:  

Years in Australian 
Education: 

 EAL: ☐Yes   ☐ No 

Language spoken at home:  

Interpreter required: ☐ Yes ☐ No Language:  

Additional funding? e.g. PSD:  

Significant medical illness?  

FAMILY INFORMATION 

Parent/Carer 1 Name 
 

Parent/Carer 1 Address 
 

Parent/Carer 1 Phone 
 

Parent/Carer 2 Name 
 

Parent/Carer 2 Address 
 

Parent/Carer 2 Phone 
 

Separated/Divorced 
 

Student Access restrictions 
 

Living Arrangements 
 

Is the student in OOHC? ☐ Yes     ☐ No 

AREA(S) OF CONCERN 

Primary Presenting Issue 
(choose ONE only) 

☐ Attendance ☐ Communication/Speech ☐ Physical Disability 

☐ Behaviour ☐ Hearing ☐ Medical, Health, Physical 

☐ Curriculum/learning ☐ Vision ☐ Whole School Issues 

☐ Social/emotional ☐ Mental Health ☐ Longer term support 

following critical incident  

Sub presenting issues: 
Choose as many as needed from list 
on last page 
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Describe the concern(s)/problem(s) as specifically as possible: 

 
 
 
 
 
 
 
 

What have you tried? (see standard assessment tools for further advice) 

 
 
 
 
 
 
 
 

Please list any significant life events that may be impacting on the students wellbeing 

 
 
 
 
 
 
 
 

OUTCOMES 

What outcomes would you like to see? What questions would you like answered? 

 
 
 
 
 
 
 
 

AREA(S) OF STRENGTH 

Please list the student’s strengths. What does the student like doing? 

 
 
 
 
 
 
 
 

  

http://www.education.vic.gov.au/school/teachers/teachingresources/practice/Pages/assessment.aspx
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LANGUAGE AND COMMUNICATION 

What pre-screening/testing/assessment has already occurred? Please attach results. 

 
 
 
 
 
 
 
 

Any concerns with vision and/or hearing? 

 
Comments: 
 
 
 
 
 
 
 

RECEPTIVE LANGUAGE SKILLS 

Receptive language refers to the understanding of language. It involves hearing, discriminating, assigning significance to and 
interpreting spoken words, sentences and conversations. Children can experience difficulty in processing the meaning of words, 
grammar, implied meanings or combinations of these 

Are the student's Receptive Language Skills Age Appropriate?  ☐ Yes     ☐ No 

If not, please identify the language characteristics the student has difficulty with from the list below 

☐ Understanding concepts ☐ Understanding double meaning words 

☐ Remembering sequences of information 
☐ Understanding more abstract language e.g. sarcasm, 

similes, metaphors (Interprets language literally) 

☐ Understanding questions 
☐ Understanding stories or longer text e.g. making 

predictions, drawing conclusions 

☐ Understanding word meanings and 

relationships 

☐ Uses augmentative communication aids e.g. PECS, 

Boardmaker, Compic, visual aids to ensure understanding of 
instructions 

Comments: 
 
 
 
 
 
 
 

EXPRESSIVE LANGUAGE SKILLS 

Expressive language refers to a person’s ability to use language to express thoughts, ideas and feelings. Assessment of expressive 
language takes into account vocabulary, grammar, word order in sentences and the ability to use language appropriately in different 
situations 

Are the student’s Expressive Language Skills Age Appropriate?  ☐ Yes     ☐ No 

If not, please identify language characteristics the student has difficulty with from the list below 

☐ using appropriate grammar ☐ getting to the point 

☐ providing sufficient information ☐ using a range of vocabulary 
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☐ describing objects, events ☐ finding the right words 

☐ providing clear explanations ☐ proof reading written work 

☐ sequencing ideas to tell a story or recount an event ☐ participating in class discussions without support 

☐ giving instructions or directions ☐ uses augmentative communication aids e.g. 

PECS, Boardmaker, Compic, visual aids to ensure  ☐ understanding of instructions 

Comments: 
 
 
 
 
 
 
 

SPEECH/ARTICULATION 

Are the student’s Speech/Articulation Skills Age Appropriate?   ☐ Yes     ☐ No 

If not, please identify language characteristics the student has difficulty with from the list below 

☐ Difficulty producing some speech sounds e.g. "tat" for "cat 

Please list examples:  
 
 
 
 

☐ Fluency e.g. word repetitions, stuttering 

☐ Voice concerns e.g. husky, croaky, whispering, breathy, voice loss 

Comments: 
 
 
 
 
 
 
 

Any other Speech Pathology concerns: 

 
 
 
 
 
 
 

CURRICULUM/LEARNING 

Academic Skills 

What pre-screening/testing /assessment has already occurred? Please attach results. 

Student Learning 
Progress: 
Please mark appropriate box 

A B C D E 
Well above the 

standard 
expected 

Above the 
standard 
expected 

At the standard 
expected 

Below the 
standard 
expected 

Well below the 
standard expected 

Reading         

Spelling      
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Writing      

Mathematics      

Completing Classwork      

Completing Homework      

Copying from board      

Gross Motor skills      

Fine Motor skills      

Please comment on the student's strengths and weaknesses as well as the prominent concern in 
Mathematics, Reading, Spelling, Writing and any areas identified as very low. 
Please attach copies of current Naplan, Individual Learning Plan (ILP), Individual Education Plan (IEP), 
Victorian Curriculum Report, AusVELS progression points and any other relevant reports. 

Mathematics: 

 
 
 
 
 
 
  

Reading: 

 
 
 
 
 
 
 

Writing/Spelling: 

 
 
 
 
 
 
 

Other: 

 
 
 
 
 
 
 

Does the student require assistance with organisation of books and materials? ☐ Yes     ☐ No 

Does the student have difficulties using a timetable? ☐ Yes     ☐ No 
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BEHAVIOUR/SOCIAL EMOTIONAL 

  very low low average high very high 

Concentration/attention       

Memory       

Organisation       

Please comment on the student's behaviour both inside and outside the classroom. Please also indicate 
any identified trigger(s) as well as frequency of the behaviour(s).If a Functional Behaviour Analysis (FBA), 
ABLES and/or Behaviour Support Plan have been completed, please attach. 

 
 
 
 
 
 

 

SOCIAL SKILLS 

  very low low average high very high 

Ability to establish friendships      

Ability to maintain friendships      

Conflict resolution skills      

Emotional regulation skills      

Please describe the student's social skills compared with same aged peers (how do they relate to peers, 
other students, teachers and adults). 

 
 
 
 
 
 

EMOTIONAL PRESENTATION 

  very low low average high very high 

Self-worth/confidence      

Ability to cope with worries      

Level of happiness      

Please comment on the student's emotional presentation in areas rated as low/very low. 
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EXTERNAL AGENCIES 

Please tick or list any agencies that are either currently involved or have had previous involvement with the 
student or their family. 

☐ DHHS ☐ Occupational Therapy 

☐ Hospital  ☐ Speech Pathology 

☐ CAMHS  ☐ Audiology Services 

☐ Paediatrician ☐ Other (Please list) 

ATTENDANCE 

Please attach CASES attendance print out 

Is Senior Health and Wellbeing Officer/Attendance Officer involved?   ☐ Yes     ☐ No 

PERSON COMPLETING FORM 

Name:  

Role:  

Contact Number:  

Email:  

Date:   

 

Please note: This is a confidential document and subject to all the provisions of the DET Privacy Policy 
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Primary- and Sub-presenting Issues 

Primary 
Presenting Issue 

Sub Presenting Issue 

Attendance Chronic illness 

Disengagement 

Has been suspended/expelled 

Out of home care 

School Refusal 

Truancy / chronic absenteeism 

Behaviour Aggression/anger [fights with 
others, swears] 

Cries a lot 

Fights with others, swears 

Hyperactivity /impulsivity 

Inappropriate social behaviour 

Inattention 

Noncompliance 

Peer connectedness 

Violence 

Communication 
or Speech 

Articulation (Production of speech 
sounds) 

Expressive language (Spoken 
language) 

Feeding/swallowing 

Pragmatic language 

Receptive language 
(Understanding spoken language 

e.g. instructions) 

Social language skills 

Stuttering 

Voice 

Social / 
Emotional 

Adjustment or transition 

Anger; Frustration 

Being bullied 

Bullying others 

Complaint investigation e.g. from 
Region 

Death of significant person/pet 

Developmental delay 

Disadvantage 

Family concerns/parenting 

Family conflict/violence 

Homelessness 

Illness or disability 

Issues related to gender 

Issues related to sexuality 

Obsessive/compulsive behaviours 

Parent separation or divorce 

Parenting strategies 

Peer relationships 

Protective concerns 

Sadness 

Primary 
Presenting Issue 

Sub Presenting Issue 

Self-esteem 

Social skills 

Withdrawal 

Curriculum / 
Learning 

Difficulty staying on task 

Does not complete classwork / 
homework 

Giftedness 

Hand Writing 

Learning difficulties 

Literacy 

Numeracy 

Oral language skills 

Planning and organising 

Short-term memory 

Well Below expected level of 
achievement 

Medical, Health, 
Physical 

Alcohol or other drug concerns 

Chronic illness 

Family member with mental illness 

Gross or fine motor skills 

Identified hearing impairment 

Legally blind 

Low vision/partially sighted 

Medical condition 

Mobility difficulties 

Sexual health 

Terminal illness 

Mental Health Body image or eating disorders 

Confused thinking or behaviour 

Excessive worry/anxiety 

Exposure to violence/abuse 

Sadness/depression 

Self-harm 

Stress 

Suicidal ideation 

Trauma 

Support 
following critical 
incident 

Fire 

Flood 

Road Trauma 

Other please specify 

Any Whole school issues 
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Appendix 4 
Shared Behaviour Expectations  

 Students Parents/Carers Principals/Teachers 

& Staff 

Engagement 
(participation in 
the classroom and 
other school 
activities) 

Demonstrate: 

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

 effort  to do their very best 

 self-discipline to ensure a cooperative 
learning environment and model the school 
values 

 team work 

 

 Promote positive outcomes by valuing 
the importance of education and liaising 
with the school on their child’s 
progress/needs 

 Support their child in their preparedness 
for the school day and in the provision of 
a supportive home environment  

 Monitor their child’s school involvement 
and progress and communicate with the 
school when necessary 

 Are informed and supportive of school  
programs and actively participate in 
school events/parent groups 

 The school will comply with its duty of 
care obligations and have a responsibility 
to provide an educational environment 
that can  effectively engage all students 

 The school will provide appropriate, 
relevant and challenging curriculum that 
gives students the opportunity to have 
input into their learning and experience 
success  

Attendance All students are expected to: 

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

 be prepared to participate fully in lessons 

 bring a note from their parents/carers 
explaining  an absence/lateness 

 

Parents/Carers are expected to: 

 ensure that their child’s enrolment 
details are correct 

 ensure their child attends regularly 

 advise the school as soon as possible 
when a child is absent 

 account for all student absences 

In accordance with DET procedures  the 
school will: 

 Proactively promote regular attendance 

 follow up on any unexplained absences 
promptly and consistently 

 Identify trends via data analysis 

 Report attendance data in the school’s 
Annual Report 

 Support students whose attendance is 
problematic by developing ‘Return to 
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 keep family holidays within scheduled 
school holidays  

 Support their child’s learning during 
absences and work with the school  to 
reintegrate students after prolonged 
absences 

School’ plans and working with families 
to implement individual strategies 

Behaviour Students are expected to: 

 model the schools core values of respect, 
determination, optimism and success 

 always treat others with respect 

 never physically or verbally abuse others. 

 take responsibility for their behaviour and its 
impact on others 

 obey all reasonable requests of staff 

 respect the rights of others to learn. No 
student has the right to impact on the 
learning of others 

 respect the property of others. 

 bring correct equipment to all classes 

 comply with the school’s policies and work 
with teachers and parents in developing 
strategies to improve outcomes 

 

Parents/Carers are expected to : 

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

 Communicate with the school regarding 
their child’s circumstances 

 Cooperate with the school by assisting in 
the development and enforcement of 
strategies to address individual needs 

 

 

The school will deliver an inclusive and 
comprehensive curriculum which promotes 
positive behaviours and emphasises the well 
being of every child. 
 
The school will employ whole school and 
classroom practices to establish a climate in 
which appropriate behaviour is the norm for 
all students and focus on the 
implementation of preventative and early 
intervention strategies to deal with 
attendance and behavioural issues 
The school will consistently apply its Student 
Management – Code of Conduct Policy 
through a shared collegiate understanding 
and only exclude students in extreme 
circumstances. 
 
The school recognises that for some students 
additional support may be needed in the 
form of staged responses and is committed 
to working with families to reintegrate 
students after exclusion 
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Examples of a conversation based on re-establishing positive relationships: 

What did you do? 

What happened? 

How did you behave? 

What were you thinking at the time? 

What did you want to happen? 

Why do you think that it was wrong? 

What school rule did you break? 

Who has been affected by what you have done? In 

what way? 

What have you thought about since? 

How were you affected? 

What will you do in the future to ensure that this 

doesn’t happen again? 

What do you think you need to do to make things right 

again? 

What do you think might need to happen to make 
things better? 
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Appendix 5 

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. 

Define and unpack what the school rules and values look like at Barton PS 

Consistent reminders of the school rules and values 

Display the school rule, values and stepped process in all learning hubs  

Establish whole school positive behaviour programs. Implement the Reaching for the Barton Star at the beginning of each year 

Establish consistent school-wide processes to identify 

and support students at risk of disengagement from 

learning 

Offer lunchtime clubs 

Implement strategies in the student’s ILPs and BSPs 

 

 

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). 

 Complete BSP for students at risks 

Develop Behaviour Support Plan and/or Individual 

Learning Plan (involve parent or carer)  

Student Wellbeing Team to monitor students on ILPs and BSPs  

Great SMART goals and strategies for whole staff to incorporate in their ILPs 
and BSPs 

Work with SSSO to review and provide feedback with our ILPs and BSPs 

Consider if any environmental changes need to be 

made. 

Consistent monitoring of learning environments 

Teach replacement behaviors.  

Engage Student Support Services and/or community 

services to undertake assessments and/or provide 

specialist support 

Leadership team to meet with SSSO on a fortnightly basis. 

Learning Intervention Leader lias with all Allied Health Professionals  

Learning Intervention Leader to organise appropriate assessments for 
students at risk 

Establish a student support group 
Once a term have SSG’s for PSD funded, Koorie and Out Of Home Care 
students.  

Implement appropriate disciplinary measures that are 

proportionate to problem behaviours 

All staff to follow the Barton Primary School Stepped process 

Have the Barton Primary School Stepped process displayed in all learning 
hubs 

Consider out-of-school behaviour management options 

such as Student Development Centres (if available) 

 Learning Intervention Leader to coordinate any SSGs, ILPs, BSPs and ENQs for 
all Out of Home Care students.  
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Appendix 6 
Process for responding to breaches of Behaviour Expectations 

DISCIPLINE - CLASSROOM 

At Barton PS we believe that all students have the right to learn and all teachers have the right to teach. We ensure our school values are embedded in all 

that we do, which includes building a restorative approach both inside and outside the classroom. It is important that students identify and discuss the 

choices made and consider the impact their choice has had on others. At Barton PS we believe in high expectations, both academically and 

socially/emotionally and will assist students in building their capabilities in being pro-active, positive members of society by teaching explicit skills for 

interacting with peers and the wider community. Our whole school Positive Start program will assist in creating expectations and collaborative understanding 

of expectations for both staff and students. It is our main goal to ensure every student achieves success and believe that a strong partnership between the 

student, family and school is integral in creating a clear and consistent school wide approach to the management of student behaviour and choices. 

STEP 1 
Identify negative 
choice student is 
making – provide 
warning and 
guidance to 
redirect negative 
choice. 
If behaviour 
continues… 

STEP 2 
Quiet 1:1 discussion 
with student 
identifying how to 
turn the negative 
choice into a positive. 
If behaviour 
continues… 

STEP 3 
Move student within the 
classroom/playground to 
focus independently. 
Restorative discussion to 
occur. Teacher logs 
behaviour/incident on 
SENTRAL 
If behaviour continues… 

STEP 4 
Remove student from 
the 
classroom/playground 
to a buddy class/safe 
space. Restorative 
discussion to occur 
Teacher logs 
behaviour/incident on 
SENTRAL 
If behaviour 
continues… 

STEP 5 
Request assistance 
from Leadership 
team – child 
removed from 
classroom 
area/playground. 
Restorative 
discussion to occur 
Teacher logs 
behaviour/incident 
on SENTRAL 
If behaviour 
continues… 

STEP 6 
Leadership team 
intervention with 
class teacher 
involved– family 
discussion/detention/
suspension. 
Restorative 
discussion to occur 
Leadership logs 
behaviour/incident 
on SENTRAL 
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All steps should be recorded on the Sentral program. It is an expectation that all teachers have read and understood the Student Management – Code of 

Conduct Policy. 

 

Expectations Classroom Teacher Responsibility Leadership and Principal Class 

Overall behaviour 

Barton Primary School – School Rules 

SAFETY 

We will act safely towards ourselves and others 

LEARNING 

We will allow ourselves and others to enjoy school and 

learn 

RESPECT 

We will be respectful of our school, ourselves and each 

other 

SUCCESS 

We will have a growth mindset and encourage others to 

do the same 

RESPONSIBILITY 

We will be honest and accept responsibility for our 

actions 

Follow the Schoolwide Behaviour Expectations: 

1. Identify negative choice 
2. Quiet 1:1 discussion with student identifying how 

to turn the negative choice into a positive  
3. Move student within the classroom/playground 

to focus independently. Restorative discussion to 
occur  

4. Remove student from the classroom/playground 
to a buddy class/safe space. Restorative 
discussion to occur 

5. Request assistance from Leadership team – child 
removed from classroom area/playground. 
Restorative discussion to occur 

Continued misbehaviour warrants: 

Leadership team intervention with class teacher 
involved– family discussion/detention/suspension. 
Restorative discussion to occur 

Implement a staged response: 

 Speak with the student prior to actioning 

 Behaviour sheet 

 Attendance sheet 

 Restorative chat with affected parties 

 Behaviour Plans 

 Student Contract 

 Parent contact 

 Student support conference 

 In house suspension 

 Recommendation to externally suspend 
and referral to Principal Class 
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Attendance and punctuality 

 Students must be on time to all classes 

 Students who arrive late to school need to sign 
in at the school office by a parent/carer and the 
child will be delivered to the classroom with a 
late slip, by a leadership team member 

 Students who leave school early must be signed 
out at the office by a parent/carer and an early 
leavers pass will be delivered to the class 
teacher and/or teacher will be notified by 
administration team 

 Notification from home (ie: signed note or 
medical certificate) must accompany all 
absences.  

 Students must not leave the school grounds 
without permission. 

 

 Check late pass.  

 Follow up on school absence notes 

 Ensure check in with family (phone call or email) 

when a child has been absent for up to and 

including 3 days 

 Notify leadership team of ongoing absence of 

student 

 

 

 

 Speak to student about lateness issues. 

 On going lateness: organise for parent 

conference to resolve issue. 

 Follow through with student and / or 

parent/guardian/carer 

 After three days unexplained absence: 

contact parents and request an 

explanation and/or meeting 

 Create an attendance plan where 

applicable 

. 

Uniform 

 Students must adhere to the school uniform 
requirements.  

 It is compulsory for all students to wear 
appropriate footwear at all times. 

 Discuss with child and check for note from 

parent. 

 Issue student with an ‘out of uniform’ note 

 Follow up on the return of the ‘out of uniform’ 

note 

 Discuss with families the Uniform Policy and 

expectations if changes not occurring to not 

meeting uniform requirements 

 Contact parent for extreme or consistent 

breaches 

 Discuss with Principal class if uniform 

breach is related to a family financial issue 

 Devise a plan to support student to 

become compliant 
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Bullying 

 Students must not bully, intimidate, exclude or 
harass others. This includes any verbal, 
cyberbullying, physical or sexual conduct which 
is uninvited, unwelcome or offensive to a 
person. 

 

 Speak with students involved 

 Address the concern 

 Note take on the incident – record on Sentral 

 Refer to Leadership/Principal Class 

 Contact parents and involve Principal Class 

 Refer to schools ICTs Acceptable Use 

Agreement.  

 Refer to our school’s Bullying Prevention 

Policy. Consequences may 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. 

 Some cases may warrant immediate 

suspension. This decision must be made 

by the Principal. 

 Student removed from classroom and 

parent contacted to collect students. 

Following procedure in Student 

Engagement and Inclusion Guidance re: 

Immediate suspension. 



Barton Primary School 
    STUDENT ENGAGEMENT POLICY    30/07/2019 

 

 30 

Property and security 

 Students are to respect all school property. 

 Students must not enter staff room, offices 
unless supervised. 

 Students must bin all rubbish 

 Students must return borrowed school material 
on time. 

 Students must leave school bags in lockers. 

 Electronic devices must not be used without 
permission and remain in student bags 

 Classrooms must be left neat and tidy. 

 Graffiti of any kind will not be tolerated.  

 Challenge behaviours around rights and 

responsibilities and impose consequence e.g. 

clean up duties in class room or school grounds.  

 For repeated offences, refer to 

Leadership/Principal Class 

 Parent notified. Student required to repair 

damage. Parent may be required to meet costs if 

external service needed. If extensive and 

persistent issue, organise a parent meeting to 

review behaviour and discuss supports and next 

steps. 

 Organise for students to remain behind and tidy 

the room or area. 

 Retain any evidence of graffiti and report to 

Principal Class 

 Challenge behaviours around rights and 

responsibilities and impose consequence 

e.g. clean up duties in common areas 

and/or school grounds.  

 For repeat offenders, discussion with 

Principal Class on appropriate course of 

action for the behaviour being exhibited 

by the student. 

 Parent notified. Student required to repair 

damage. Parent may be required to meet 

costs if external service needed. If 

extensive and persistent issue, organise a 

parent meeting to review behaviour and 

discuss supports and next steps. 
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Appendix 7 

Student Management - Code of Conduct Policy   

RATIONALE 

Barton Primary School actively seeks to engage with parents and the community to ensure a positive and inclusive 

school culture in which every student has the opportunity to succeed. 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 positive peer relationships. There are also intervention strategies in place to 

address inappropriate behaviours which can negatively impact on the learning environment of the self and others. 

 

Barton Primary School appreciates its diverse student and parent population, and has measures in place to ensure all 

students enjoy the same level of access to the school’s curriculum and co-curricular programs. Our pedagogical 

beliefs support all students in actively engaging in their academic learning. 

 

Barton Primary School recognises that students come to school with different backgrounds, attitudes and values and 

mature at different rates. We also recognise rules and consequences based on fairness, equality and consistency. We 

promote positive interaction between all school community members whilst encouraging an atmosphere of respect 

that promotes learning, personal growth and positive self-esteem. 

 

AIMS 

 The school will focus on establishing positive and respectful relationships, particularly between teachers and 
students, and establish a learning community that provides multiple and diverse opportunities for students to 
experience success 

 The school will collaboratively develop and implement a fair and respectful whole school behaviour 
management approach 

 The school will encourage and provide multiple opportunities for parents/carers and members of the broader 
community to play an active part in the life of the school and the education of their children 

 The school’s curriculum will include pro-social values and behaviour to enable students to acquire knowledge 
and skill 

 

IMPLEMENTATION 

At Barton Primary School student engagement and positive behaviours will be supported through relationship based 

whole-school classroom practices, including targeted and individualised support when required. Whole school 

practices include: 

 

 Establishing predictable, fair and democratic classrooms and school environments 

 Ensuring student participation in the development of classroom and whole school expectations 

 Providing learning opportunities at each student’s point of need 

 Consistently acknowledging all students 

 Empowering students by creating multiple opportunities to take responsibility and be involved in decision –
making 

 Providing physical environments conducive to positive behaviours and effective engagement in learning 
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Barton Primary School will develop and implement a whole school behaviour management process that includes 

agreed school rules and a clearly stepped process for managing challenging behaviours in the classroom, out in the 

yard and when students are participating in any school related activity. When we create our agreed management 

process we will: 

 Define and teach school-wide and classroom expectations 

 Establish consistent school-wide and classroom consequences for inappropriate behaviour 

 Establish school-wide and classroom processes for early identification of students experiencing academic 
and/ or behaviour difficulty 

 Provide school-wide and classroom processes for ongoing collection and use of data for decision-making 

 Empower students by creating multiple opportunities for them to take responsibility and be involved in 
decision-making 

 Utilise evidence-based interventions, monitored regularly 
 

The agreed school rules are as follows: 

SAFETY We will act safely towards ourselves and others 

LEARNING We will allow ourselves and others to enjoy school and learn 

RESPECT We will be respectful of our school, ourselves and each other 

SUCCESS We will have a growth mindset and encourage others to do the same 

RESPONSIBILITY We will be honest and accept responsibility for our actions 

 

The agreed stepped process: 

STEP 1 
Identify negative choice student is making – provide warning and guidance to redirect negative 

choice. If behaviour continues… 

STEP 2 
Quiet 1:1 discussion with student identifying how to turn the negative choice into a positive. If 

behaviour continues… 

STEP 3 

Move student within the classroom/playground to focus independently 

Restorative discussion to occur. Teacher logs behaviour/incident on SENTRAL 

If behaviour continues… 

STEP 4 

Remove student from the classroom/playground to a buddy class/safe space 

Restorative discussion to occur. Teacher logs behaviour/incident on SENTRAL. If behaviour 

continues… 

STEP 5 

Request assistance from Leadership team – child removed from classroom area/playground. 

Restorative discussion to occur. Teacher logs behaviour/incident on SENTRAL. If behaviour 

continues… 

STEP 6 
Leadership team intervention with class teacher involved– family discussion/detention/suspension. 

Restorative discussion to occur. Leadership logs behaviour/incident on SENTRAL 

 

Inappropriate behaviours that do not comply with the agreed school rules will be managed through the stepped 

process and further to this, when required, will be supported through a staged response, including: 
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 Understanding the student’s background and needs 

 Ensuring a clear understanding of expectations by both students and teachers 

 Providing consistent school and classroom environments 

 Scaffolding the student’s learning program 

 Engaging in “Restorative Practices” 

Broader support strategies will include: 

 Involving and supporting the parent/carer 

 Involving the Principal and Assistant Principal 

 Mentoring and /or counselling 

 Convening student support group meetings 

 Developing individualised learning and/or behaviour plans 

 Providing broader educational programs  

 Involving community support agencies 

 

Contact with the Regional Office 
 

Discipline Procedures – suspension and expulsion 

 A student may be excluded from school in situations where all other measures have been implemented 
without success, or where an immediate suspension is the only appropriate course of action in response to 
the student’s behaviour which may put the health, safety and well-being of other students, staff or 
themselves at significant risk. 

 

Consequences which may be used prior to suspension include: 

 Withdrawal of privileges 

 Use of behaviour and attendance sheets to monitor behaviour 

 Withdrawal from class activities for a specified period. Where appropriate, parents/carers will be informed 
of such withdrawals 

 Detention: teachers may require a student to complete schoolwork or additional work or duties at recess or 
lunch break, or afterschool. No more than half the break time may be given to detention and afterschool 
detentions will not exceed forty-five minutes. Parents will be informed at least the day prior to the detention 
and in family circumstances where this would create undue hardship, the school may negotiate an 
alternative disciplinary measure with parents/carers. 

Convening of a school support group. 

When considering suspension or expulsion, Barton Primary School will follow the DET procedures 

http://www.education.vic.gov.au/school/principals/participation/Pages/discipline.aspx 

 

Related Policies 

 Student Engagement and Inclusion Policy 
 

Approved 

Ratified by school council 15th March 2017 
 

EVALUATION 

This policy will be reviewed in 2020 as part of the 

http://www.education.vic.gov.au/school/principals/participation/Pages/discipline.aspx
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