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Sandy Beach Public School Mission  

 

The school’s mission is to provide students with a strong sense of personal identity, connection, 

responsibility, and positive self-esteem within a caring environment.  

We aim to develop each student’s unique academic potential to the maximum, preparing children for an 

increasingly complex and changing world. We foster teamwork, co-operative methods of learning, strong 

peer support and a high level of parental involvement in all facets of school operation.  

At Sandy Beach Public School (SBPS), we firmly believe that learning occurs in a happy, positive, and safe 

environment that caters for individual needs. We aim to provide a positive and supportive environment 

enabling students the opportunity to strive for excellence and develop sound academic, social, and 

emotional wellbeing. 
 

 

Our School Values  
 

At Sandy Beach Public School our values are: 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Be Safe 
Be Respectful 

Be Responsible 



Positive Behaviour for Learning  
 
What is PBL?  

Schoolwide Positive Behaviour for Learning (PBL) is a framework for creating safe and orderly learning 

environments in schools, while improving the social-emotional outcomes for students. It is a proactive 

approach that relies on research-based practices, including developing clear behavioural expectations, 

teaching these expectations, acknowledging appropriate behaviour, consistently correcting inappropriate 

behaviour, and using behavioural data to systematically solve problems. PBL is built on a multi-tiered 

system of support model that provides additional behavioural supports to students who are not 

responding to universal or Tier 1 interventions.  

 

PBL at Sandy Beach Public School 

Students of all ages learn best when the school that they attend has a safe and supportive learning 

environment, with consistent expectations. For this reason, SBPS uses the school wide PBL framework to 

develop a whole-school approach to student wellbeing and expectations. At SBPS, we are committed to 

delivering the best curriculum to all our students in an inclusive and supportive manner. We seek to build 

engagement, confidence, and resilience in our students and provide opportunities for students to be 

actively engaged in decision making processes to ensure student voice is heard. We develop caring 

relationships; we have high expectations, and we build success.  

 

Who is responsible for PBL at Sandy Beach Public School?  

All staff are responsible for implementing this framework but developing and reviewing the documents, 

student incident data and priorities involves the collaboration of the PBL team. This may be a 

representative group comprised of a range of teaching staff, non-teaching staff, school leaders and 

specialist personnel.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Tier 1, 2 and 3 Supports 

 
PBL is based on a three-tiered continuum of prevention and intervention. 

o Tier 1 - Universal prevention: school-wide and classroom systems for all students, staff 

and settings.  

o Tier 2 - Targeted interventions: small group systems for students at-risk behaviourally 

and academically.  

o Tier 3 - Intensive interventions: systems for students with high-risk behaviour and/or 

learning needs.  
 



Sandy Beach Public School PBL Matrix of Expectations 
At SBPS we always… 

Area Safe Respectful Responsible 
All settings • Keep hands and feet to self 

•Use objects and equipment safely 
• Move sensibly and safely at all 
times  
•Keep within school boundaries or 
areas 
• Walk on hard surfaces 

•Listen to and follow teacher 
instructions  
•Speak politely to everyone  
•Care for the environment  
•Respect personal space and 
property 
•Wear correct school uniform 

•Be prepared 
•Cooperate with others 
• Be in the right place at the right 
time 
• Report problems to a teacher 
 

Classroom 
settings 

• Use classroom equipment and 
furniture correctly  
• Ask permission to leave the room  
• Enter and leave quietly and safely 

• Allow others to learn  
• Keep the room tidy  
• Respect everyone’s belongings  

•Place bags on hooks 
•Follow teacher instructions 

Office •Walk at all times 
•Be calm 
•Allow access for others 

•Use manners 
•Keep the noise level low 
 

•Listen to instructions  
•Be helpful 

Ovals • Play safe games with others  
• Stay in view of a teacher  
• Wear a hat  

•Use appropriate language 
•Play fairly and include others 
•Respect all property 

•Leave the playground promptly at 
the bell 
•Follow teacher instructions 
•Put borrowed equipment away  

Shade 
Sails 

•Sit on the concrete before the first 
bell 
•Wait for the teacher before play 

•Use a calm voice 
•Keep our environment clean 

•Follow teacher instructions 
 

Play 
Equipment 

•Play carefully 
•Walk at all times 

•Take turns 
•Listen to teacher instructions 

•Use the equipment appropriately  
 

Toilets •Wash and dry our hands 
•Move carefully 
•Report any problems to the 
teacher on duty 

•Keep toilets clean 
•Respect the privacy of others 

•Use water and toilet paper 
responsibly 

Yarning 
Circle 

•Listen to teacher instructions 
•Move safely 

•Listen respectfully to speakers and 
guests 

•Cooperate with others 

COLA •Be aware of others 
•Listen to teacher instructions 
•Keep hands and feet to self 

•Put rubbish in the bin 
•Use appropriate voices when 
eating and playing  

•Keep hands and feet to self 
•Always remained seated when 
eating 

Canteen •Line up safely 
•Leave the canteen promptly 

•Use manners 
•Wait for our turn patiently 

•Be prepared 

Transit 
Lanes 

•Move sensibly at all times •Stay on the path •Keep to the left 

Hall 
Assembly 

•Enter and exit the hall calmly and 
safely 
•Sit in the appropriate place 
•Keep hands and feet to self 

•Sit quietly and listen 
•Respect school property 
•Respect speakers and guests 

•Applaud appropriately 
•Be prepared 
•Follow teacher instructions 

Library •Walk at all times 
 

•Use quiet voices when appropriate 
•Respect the library’s belongings 
•Listen actively 

•Help to pack away  
•Return books to the correct place 
•Return books on time 

Waiters •Listen carefully for teacher 
instructions 
•Stay in the designated area 

•Wait quietly 
 

•Look for our car 
•Sit on the silver seat upon arrival 

Bus •Ask permission before going to the 
toilet 
•Walk at all times 

•Wait quietly 
•Listen to teacher instructions 

•Sit in the appropriate place 

Excursions •Wear our correct uniform 
•Follow bus and road safety rules 
•Be aware of the needs of others  
•Walk safely 

•Be on time 
•Look after your property 
•Respect the rules and decisions 
made 
•Speak politely to others 

•Use inside voices when on the bus 
•Show care for the environment 
•Follow instructions and rules from 
staff 
 

 



Positive Behaviour for Learning Practices  
 

At SBPS, we promote PBL by explicitly teaching, modelling and reinforcing that positive social behaviours 

are important components of a student’s educational experience. PBL at SBPS is used to promote and 

foster positive student behaviour and maintain a consistent approach to behaviour support, aligned with 

the school wide positive behaviour learning framework. The following practices are used at Sandy Beach 

Public School:  
 

· School wide Positive Behaviour Expectations and agreed Classroom Expectations are displayed in every 

classroom.  

· School wide Positive Behaviour Expectations posters for non-classroom settings are displayed in their 

relevant areas.  

· All staff acknowledge and positively reinforce expected student behaviours from the behaviour matrix 

across all levels.  

· Positive behaviours are explicitly taught, modelled and practised with students and reinforced throughout 

the year.  

· Whole school acknowledgement PBL token system to reinforce expected behaviours.  

· Behaviour Response Continuum utilised to support minor inappropriate behaviour whilst promoting the 

learning of appropriate replacement behaviours.  

· Collect data on playground and classroom behaviours which is analysed by the PBL team regularly.  

· Collected data is used to inform appropriate intervention and SPBS scope and sequence. 

· Consistent and predictable whole school approach to managing concerning behaviours.  

· Teachers strive to use a ratio of 4:1 in the classroom – 4 positives to 1 negative when providing feedback 

on student behaviour. 



 Promoting Positive Behaviour   
Ten Essential Skills for Classroom Management (ESCMs) 

1. Establishing Expectations: to clearly articulate and demonstrate the boundaries of pro-social behaviour.  

• 3-5 short, simple, positive and clearly defined/ visible rules/expectations  

• Refer to rules frequently • Discuss possible consequences (positive and negative) 

• Model, model, model  

2. Giving instructions: to give a clear, calm direction about what students are to do.  

• Use calm, firm, friendly, measured tone  

• Make instructions short and clear (5-7 min)  

• Use visual cues to assist  

• End the instruction with “Thanks…”  

3. Waiting and Scanning: to wait for 5-10 seconds after you give an instruction.  

• Wait for 5-10 seconds after you have given an instruction (this varies according to the needs of the children)  

• Stand still and face the group to encourage a period of quiet focus  

• Use this short time to think ahead and calm yourself  

• Scan the group and link with a ‘Descriptive Encourager’ or ‘Redirection’ as necessary  

4. Cueing with Parallel Acknowledgement: to acknowledge students’ on-task behaviour with the intention of prompting 

another to follow suit.  

• Scan group regularly… student is off-task, acknowledge and praise someone in close proximity  

• Acknowledge that person with a verbal or non-verbal descriptive encourager  

5. Follow up with a low-key acknowledgement once on task Body Language Encouraging: to intentionally use your body 

language to encourage students to remain on task  

• Touch work of on-task students  

• Smile  

• Eye contact  

• Nod, Thumbs Up   

6. Descriptive Encouraging: to encourage students to become more aware of their competence by commenting on their 

behaviour.  

• Describe the positive behaviours you see or hear  

• Have genuine intent  

• Use frequently  

7. Selective Attending: to intentionally give minimal attention to off-task behaviour.  

• Keep off task student in peripheral vision  

• Attend to student when: on-task; begins to seriously disturb others; off-task behaviour is maintained over extended 

period of time  

8. Redirecting to the Learning: to redirect student behaviour using positive non-confrontational methods  

• Use non-verbal redirection (eye contact, hand movement, proximity, pause in talk)  

• Use verbal redirection if necessary (individual close talk, questioning to redirect, humour, call student’s name).  

9. Giving a choice: to respectfully confront the student who is disrupting others with the available choices and their 

natural consequences.  

• Use after a redirection hasn’t worked  

• In close proximity  

• Using a calm, measured and firm voice  

• “Your choices are …… or ……”  

• Walk away and scan back intermittently  

• Allow time for choice to be made  

• FOLLOW THROUGH with consequence if choice not made 

10. Following Through: resolute, planned action in the face of an ongoing disruptive behaviour that is seriously disturbing 

the learning environment.  

• Demonstrate confidence using appropriate body language and a calm, firm voice  

• Do what you planned and said you would do  

• Take notes in objective language and date and sign it  

• Follow up with a class discussion/post lesson discussion  



 Promoting Positive Behaviour   

Initiative Where? Description 

Fast and Frequents 
 (PBL tokens) 

All-settings 
PBL tokens are given to students who are following 
school-wide expectations.  

Restorative Conversations 

School, 
Community & 

Reflection 
Room 

Restorative conversations allow the teacher to 
demonstrate empathy, teach children how to resolve 
conflict, and most importantly, allow students to have 
a voice. 

Stage Draw-Each Week 
Morning 

Assembly 

Weekly draw from PBL token boxes. Teachers 
randomly select 2 students from each stage and 
acknowledge their positive behaviours on assembly 
and selected students receive a minor prize. 

School Draw-Each Term 
Assembly of 
Recognition 

All the PBL Tokens from the term are placed in a 
large barrel. Names are drawn for major prizes at the 
end of term. 

Student Voice All-settings 
Students are regularly surveyed for their feedbcak on 
school matters. Student leadership programs allow 
for students to share issues  

Classroom Rewards Classrooms 
Each teacher utilises their own whole-class rewards 
system each week which may result in extra play etc. 

All-Inclusive PBL Play 
(Week 8) 

End of Recess 
All students engage in extra 20 minutes of play to 
recognise their learning and approach to wellbeing. 
All teachers join students in playground.  

Student of the Week 
Award Assemblies 

Students are recognised for their outstanding efforts 
in weekly assemblies. Names go into the newsletter. 

Attendance Award Assemblies 
Students with <95% attendance are eligible for draw 
at assembly. Names go in the newsletter. 

Principal’s Award Assemblies 
Exemplary students recognised by the principal for 
excellence in academic or extracurricular areas & 
citizenship. Names go in newsletter & on FB page.  

Grade Merit Awards Assemblies 
Grade merit awards earned by achieving 3 x Student 
of the week, attendance, or principal’s awards. Names 
go in newsletter & on FB page 

Book Work Awards  Assemblies 
Classroom teachers select one bookwork award 
recipient each week for outstanding bookwork and 
presentation skills. 

 
 
 
 



 

Promoting Positive Behaviour 

 

 
 
 
 



Managing Behaviour 

 
 
 



Managing Behaviour 
 

CLASSROOM ACTION PLAN 
Sandy Beach Public School 

All students start each session on green. 
 

 
 

 

Learning 
Everything is 
good and I am 
able to work. 

 

U-Turn 
A little bit 
unsettled. My 
teacher reminds 
me what to do. 

  

  

 

Warning 
My teacher 
reminds me of 
expectations. 

 

Time-In 
My teacher asks 
me to go to the 
Cool Off Zone. 

 

Time-Out 
Break to reflect 
and get back to 
green. 

All students start each session on 
Learning. 

• Staff support students to make a U-Turn using 

reminders, re-direction or explicit instructions.  

• If U-Turn cues are effective in helping the 

student return to Learning, no Warning is 

necessary. The number and nature of U-Turn 

cues will differ depending on individual 

student needs – staff use professional 

judgement. 

• If minor misbehaviour continues or escalates, 

the student receives one explicit Warning.  

• If minor behaviour continues or escalates, staff 

direct students to their designated Cool Off 

Zone area for 5-10 minutes. Students can work 

on mindfulness activities that are organised by 

the classroom teacher. Student conference 

may occur at the conclusion of this prior to 

returning to class activities. All classrooms will 

have a designated Cool Off Zone, however, 

individual students may have a different zone 

negotiated with the classroom teacher.  

• If minor misbehaviour continues or escalates, 

staff direct students to Time-Out for 15-20 

minutes in an agreed upon space or Buddy 

Class. Staff record all Time-Out incidences on 

School Bytes and tag the Stage AP so that 

Executive can follow-up. Student conference 

should occur when students return to class. 

• When students return from Time-Out they will 

go back to U-Turn or Learning. 

• If a student reaches Time-Out in the same 

session, the student goes to an APs room or 

office. 

• If a student refuses to go to Time-Out, an 

Executive will be called for support. 

 



Managing Behaviour 



Managing Behaviour 

 

 

Sandy Beach Public School Behaviour Level System 

Whole School Behaviour Response: Prompt, Redirect, Reteach, Choice, Consequence 

Level Level description and example 
behaviours 

Logical Consequences 

Level 0 No behaviour concerns ● Participate in all school activities. 
● Receive assembly awards. 
● Positive reinforcement/feedback to parents. 
● PBL tokens 

 

Reflection Room Minor Behaviours  
(Teacher Managed) 
Reflection Room referral is issued for 
negative behaviour that requires more 
than a verbal warning, when redirection 
fails, or staff directions are not followed. 

● Parents should be informed of behaviour if it is repeated, 
persistent or significant. 

● School Bytes entry made by issuing teacher (AP tagged) 
● Students may miss some play, be limited in their playground 

access or go to the Reflection Room for first half lunch time  
● 3 x Reflection Room in a fortnight may result in student being 

placed on a level 

Level 1  Escalating/Ongoing Minor Behaviours  
(Executive Managed) 
Students are placed on level 1 when 
warning level behaviours are persistent or 
when behaviours are more serious. 

● Parents informed of behaviour via phone call and School Bytes 
level letter. (CRT tagged) 

● May go to Reflection Room for 1 to 3 half lunch times. 
● Monitored by Assistant Principals  
● After two weeks of positive behaviour students return to Level 0  

Level 2 Major Behaviours 
(Executive Managed) 
Students are placed on level 2 when more 
serious incidents occur or when the level 
1 interventions do not work (eg student 
shows continued negative behaviour 
whilst on level 1) 
 

● Parents informed of behaviour via phone call and School Bytes 
level letter (Parent meeting will be requested with CRT and 
executive/principal). 

● Student is removed from playground for one week 
● 5 whole lunchtimes in Reflection Room, Referral to social skills 

programs with LaST as needed. 
● Participation in Extra-curricular activities impacted eg Rep sport, 

some excursions. 
● Risk Management Plan or Behaviour Response Plan may be 

developed as needed. 
● Formal Caution may be issued at this time by executive staff or 

principal.  
● Other interventions and behaviour management strategies may 

be put in place on a case-by-case basis including involvement of 
relevant support staff (counsellor, SLSOs, LaST etc.) 

● After two weeks of positive behaviour students return to Level 0  

Level 3 
Formal Caution 
/Suspension 

Major Behaviours 
(Executive/ Principal Managed) 
Major behaviour incident or no effort 
made to improve while on level 2. 
 

● Parents informed of behaviour via phone call and School Bytes 
Formal Caution/Suspension letter (CRT tagged) 

● Formal Caution may be issued (up to 50 days). 
● Suspension may be issued (short/long)  
● Decision to suspend made by Principal. 
● Students may return after return from suspension meeting is 

held with caregivers. 
● Behaviour plans reviewed and updated as needed. 

 

Return from 
suspension  

Students return from suspension after the 
designated number of days. The 
suspension may be resolved earlier at 
Principals discretion. 

● Return from suspension meeting held with family, CRT and 
student, with LaST involvement if needed. 

● Students returning from suspension may have the following 
supports: 

o communication book- 2 weeks  
o restricted play- 2 weeks 

• After two weeks of positive behaviour students return to Level 0  
• Students may return from suspension on a Part Day Exemption if 

needed. 



Managing Behaviour 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Whole School Approach 
 

Care 
Continuum Strategy or Program Details Audience 

Prevention 

PBL School-wide expectations, Matrix, PIPs (Teir 1) All students 

Restorative Conversations 
Empathy approach teaching children how to 
resolve conflict, and most importantly, allow 
students to have a voice. 

Community 

Lunchtime Programs  Supported by teaching staff to encourage 
positive social connections. All students 

Classroom Adjustments Differentiated, Supplementary, Substantial or 
Extensive (NCCD) 

Students with needs 

IEP Plans with specific goals for students which are 
created with the classroom teacher. 

Students with needs 

Zones of Regulation Weekly lessons on using the colour coded Zones 
to assist students in identifying emotions. 

School community 

Berry Street Trauma informed practice, self- regulation, 
relationship building &wellbeing practices 

Early 
Intervention 

Communication with Parents/Carers Phone calls, emails, texts (office), or School Bytes 
Parent Portal contact. 

Parents/Carers 

Learning & Support Referral/Caseload Referral made by classroom teacher for 
additional support and advice. 

Students with needs 
Transition Program/s Includes high school, Kindergarten, new 

enrolments, and support class. 

Staff Communication Meetings Principal informing staff of students to monitor. Staff 

Learning & Support Teachers Providing intervention groups focusing on 
Literacy and numeracy. 

Targeted students 

Behaviour Support Plan Formal plan using the MAPA escalation scale for 
proactive behaviour management. Students with 

complex behaviour 
Risk Management Plan Formal plan when a student is presenting WHS 

risks in the school. 

Health Care Plan Formal plan to administer medication or to keep 
staff aware of health needs. 

Students with health 
needs 

Targeted 
Intervention 

Buddy Class For students who reach red behaviour level (up 
to 10 minutes). 

All students Reflection Room For students who are not following repeated 
instructions by the teacher. 

Cool-Off Areas Self-referred areas in class for students to assist 
with de-escalation of potential behaviour. 

Counsellor Referral Parent/carer permission for child to access 
school counsellor. Students and families 

Got It Program Getting on track in time early intervention 
program (NSW Health) for ES1 & S1 students  

Targeted students AP Learning & Support Leads the Learning & Support team and 
manages Access Requests. 

PBL Targeted Supports  Small group supports (Tier 2) 

Functional Behaviour Assessment Conducted by the Learning & Support AP to 
assist with antecedent triggers. Students with at-risk 

behaviour 
Zones of Regulation Using the Incredible 5-point scale to assist 

students in identifying emotions. 

Individual 
Intervention 

Communication Book Written communication between classroom 
teacher and parent/carer. Students with at-risk 

or problematic 
behaviour Safety Plan Student and teacher write together to support 

safety of student, teacher and peers. 

Allied Health Support In-school support such as OTs and speech 
(organised by parents or carers). 

Students with health 
needs (inc. NDIS) or a 

disability 
DCS A Disability Confirmation Sheet to assist with 

recognised diagnosis. 

Access Request Completed by the school for either Support Class 
placement or Integrated Funding Support. 

Learning & Wellbeing Officer Provides advice and support to access non-
school based resources. 

Students with 
individualised 

learning and support 
plans 

Part Day Exemption A formal plan to assist students with transition 
back to school. 

Formal Caution (Warning of 
Suspension) 

Issued for concerning or repeated behaviours 
which meet a certain threshold. 

Suspension Issued for behaviour which endangers others or 
at risk or repeated major behaviours. 

PBL Individual Supports  Individual student supports (Tier 3) 

Team Around a School Regional Support team for behaviour, disability, 
learning and complex cases. 



Time Outs, Buddy Classes and Reflection Room 
 

Action When and how long? Who coordinates? 
How are these 

recorded? 

Time Out 

 

Classroom: Cool Off Zone 
                       10 minutes maximum Classroom Teacher Informal records 

(kept in classroom) 

Playground: Sit/Walk and talk with CRT 
                            10 minutes maximum Teacher on duty 

Verbal to student’s 
teacher 

Buddy Class 

 

Classroom: Designated Buddy class/or 
Agreed Safe Space 

    15-20 minutes maximum 
Classroom Teacher School Bytes 

Playground: Sent to office 
    15-20 minutes maximum Teacher on duty School Bytes 

Reflection Room 

 

At lunch time using Restorative 
Framework  

    25 minutes 

Learning & Support 
Teacher  

School Bytes 

 

Time Out Procedures  

Teacher directed time-out 
Teacher-directed time-out is a planned behaviour intervention implemented as part of a behaviour support plan. It 

aims to prevent behaviour escalation and support the teaching of appropriate behaviour and skills, such as self-

regulation. A student is directed away from an educational activity or setting when they engage in behaviours of 

concern to stop those behaviours from being reinforced. 

After using a range of de-escalation strategies, a student may be directed by a teacher to go to a buddy class and 

complete their work to minimise the escalation of inappropriate behaviour.  

 

Student directed time-out 
Self-directed time-out enables a student to remove themselves from a situation or environment that causes stress or 

may be triggering. It is often used to prevent an escalation of behaviour or provide opportunities for students to 

regulate emotions and behaviour. It is sometimes called chill out time or cool down time. It is a planned informal 

behaviour support strategy that schools may use and document as an agreed strategy. Staff must monitor students 

while they are having self-directed time-out. 

 

Self-directed time-out occurs when the student: 

• recognises a situation may increase stress to them or lead to an escalation in their behaviour. 

• requests permission to use self-directed time-out from the classroom. 

• signals and leaves the classroom or educational activity without prompting or support. 

• goes to a prearranged room or area, for example a garden, quiet space, or hallway. 

• chooses to return to the classroom or educational activity as soon as they feel able to do so and within an agreed 

timeframe as part of their plan. 

 

Reflection Procedures  

At times, it may be necessary to apply fair, reasonable and proportionate disciplinary strategies, such as reflection time, to 

address inappropriate student behaviour. Such strategies should enable the school to provide timely support to students to 

assist them to achieve the desired behaviour, to reflect on their behaviour and make positive choices. 

A staff member will always supervise the student. Reflection time will take place in a classroom under the supervision of the 

Learning and Support Teacher (LaST) during the first half of the lunch break while students eat. The LaST will engage the student 

in restorative conversations to reflect on their behaviour and support them to make more positive choices.  

 

 



Restorative Conversations 
 

 

 

Restorative conversations are a short (5-10 minute) dialogue between two 
people. Typically, this occurs between a teacher and student; however, it 
can be used in almost any context including a principal and teacher or staff 
member.  
 
These are intentional conversations that start off positive and give the 
student or other party the opportunity to reflect some positive things as 
well.  
 
Once the concern or issue is stated then both parties work to figure out 
how to heal the harm. Afterwards, it's always best to have both parties 
check in a couple of days or a week later to see how things have changed. 

 
Through a bullying lens: ongoing bullying issues are often dealt with by 
Assistant Principals and the Principal. These conversations can take place 
during Reflection Room visits, at break times or in the playground. Often, 
these conversations take place with the students involved, with a follow-
up phone call to parents/carers after the meeting. If there is severe or 
ongoing concerning behaviours, these are passed on to the Principal and 
are dealt with in more formalised meetings. 

 

Anti-Bullying Procedures 
 

What is bullying?  
Bullying is an ongoing and deliberate misuse of power in relationships through repeated verbal, physical and/or social 

behaviour that intends to cause physical, social and/or psychological harm. It can involve an individual or a group misusing 

their power, or perceived power, over one or more persons who feel unable to stop it from happening. 

Bullying can happen in person or online, via various digital platforms and devices and it can be obvious (overt) or hidden 

(covert). Bullying behaviour is repeated, or has the potential to be repeated, over time (for example, through sharing of 

digital records). Bullying of any form or for any reason can have immediate, medium and long-term effects on those involved, 

including bystanders. Single incidents and conflict or fights between equals, whether in person or online, are not defined 

as bullying. 

Managing Bullying - 
School expectations are explicitly taught in each 
classroom at the beginning of the year as part of the 
Positive Behaviour for Learning (PBL) Program.  
Teachers ensure students are aware of their rights and 
responsibilities, particularly in regard to bullying.  

Reporting Bullying -  
• Teachers encourage all incidents of bullying to be 

reported. 
• Incidents of bullying will be recorded on School 

Bytes and referred to the stage AP. 
• Offenders and victims will record their own version 

of events. 
• Incidents of bullying will be monitored to identify 

patterns of repeat offending and trends. 

Intervening - 
• Teachers will adhere to the school’s Behaviour 

Support and Management Plan when intervening 
on incidents of bullying.  

• Consequences will be applied by Executive staff 

Accessing help and support - 
• In cases of bullying, parents/caregivers of children 

involved will be notified by Executive staff so that 
appropriate support can be provided. 

• In accordance with the NSW Department of 
Education, negative behaviour in the form of 
continuous bullying could result in suspension.  

• Where appropriate, the school counsellor may 
provide support to children involved in incidents of 
bullying. 

• Where necessary, bullying units will be revisited.  



 

Bullying Response Flowchart 
 

 

 

 

Step 1:

•Provide a safe, quiet space to talk and reassure the student that you will listen to them 
•Let them share their experience and feelings without interruption
•As a mandatory reporter, if you hold immediate concerns for the student's safety, let the student know 

how you will address these. Immediate in this circumstance is where the staff member believes the 
student is likely to experience harm (from others or self) within the next 24 hours. 

Step 2:

•Ask the student for examples they have of the alleged bullying (e.g. hand written notes or screenshots)
•Write a record of your communication with the student and check with the student to ensure you have the 

facts correct
•Enter the record in SchoolBytes
•Notify school executive of incident as required in line with behaviour management flowchart
•Notify parent/s that the issue of concern is being investigated

Step 3:

•Gather additional information from other students, staff or family
•Review any previous reports or records for students involved
•Make sure you can answer who, what, where, when and how
•Clarify information with student and check on their wellbeing

Step 4:

•Evaluate the information to determine if it meets the definition of bullying (see above)
•Make a time to meet with the student to discuss next steps
•Ask the student what they believe will help address the situation
•Engage the student as part of the solution
•Provide the student and parent with information about student support network
•Agree to a plan of action and timeline for the student, parent and yourself

Step 5:

•Document the plan of action in SchoolBytes
•Complete all actions agreed with student and parent within agreed timeframes
•Monitor student and check in regularly on their wellbeing
•Seek assistance from student support network if needed

Step 6:

•Meet with the student to review situation
•Discuss what has changed, improved or worsened 
•Explore other options for strengthening student wellbeing or safety
•Report back to parent
•Record outcomes in SchoolBytes

Ongoing 
folllow-up

•Continue to check in with student on regular basis until concerns have been mitigated
•Record notes of follow-up meetings in SchoolBytes
•Refer matter to the Executive team or Learning and Support Team within 48 hours if the situation is not 

resolved
•Look for opportunities to improve school wellbeing for all students



School Anti -Racism Contact Officer 
 

The Anti-Racism Contact Officer (ARCO) is a teacher or executive member of staff who has been nominated by the 

principal to support anti-racism education in the school. 

The ARCO plays an important role in assisting and working collaboratively with the principal to implement three major 

aspects of the Anti-Racism Policy: 

Promote anti-racism education: 

• provide advice on incorporating whole school anti-racism education strategies in school planning. 

• facilitate professional learning to build awareness of the impact of racism on social cohesion, student learning and 
wellbeing. 

• assist teachers to access resources which build awareness and understanding of the impacts of racism 

• promote upstander responses to incidents of racism for staff and students. 

• address complaints of racism involving students through approaches such as restorative practice which promote 
respectful behaviours. 
 

Support complaint-handling: 

• provide advice on the complaints handling process to students, staff and members of the school community. 

• manage complaints of racism made by students against other students in accordance with the Behaviour Code for 
Students and the school’s discipline and wellbeing procedures. 

• provide impartial support to staff, students and members of the school community who wish to make a complaint 
of racism, in cases where the complaint involves staff or a member of the community. 

• support the complainant during the complaints handling process to increase the likelihood of a satisfactory 
outcome 

 
Monitor incidents of Racism: 

• maintain records of complaints and outcomes, as well as allegations and incidents of racism 

• identify which datasets regarding racism should be collected. 

• analyse significant statistical trends in relation to complaints of racism. 

• provide advice to the principal and/or nominated complaints manager regarding the impact of racism in the 
school. 

 
 

 

 

 

 

                   Our school’s ARCO is -Ms Sacha Malcolm 

 

 

 

 

 

  

 

 

  



Formal Caution of Suspension and Suspension Procedures 
 

Formal Caution to Suspend  
 

To maintain high standards of student behaviour, our school will communicate regularly to the school community 
the expectations articulated in the department’s Behaviour code for students and the school behaviour support and 
management plan. 
 
There may be circumstances where an individual student’s behaviour is of such concern that formal communication 
with parents or carers will be required. If such behaviour persists or a student exhibits violent behaviour which poses 
a risk to others, the principal can issue a formal caution of suspension, in writing, to the parents or carers. 
 
The purpose of the formal caution is for the student and their parents or carers to understand the impact of the 
student’s behaviour or behaviours of concern and to engage them in positive behaviour supports and strategies. 
 
A formal caution is valid for up to 50 school days from the date the caution is issued.  
 
There will be circumstances where a principal may determine that a student must be suspended without first issuing 
a formal caution to suspend due to immediate and significant risks to students or staff, or unacceptable risks posed 
to teaching and learning, that cannot be mitigated with the student at school.  
 
Suspension 
 

There will be cases of unacceptable behaviour where a student may need to be removed from the school for a 
period of time. Suspension is an action available to the principal in these situations. 
The purpose of the suspension is to allow the school to implement appropriate supports during the student’s 
absence to address the student’s complex and challenging behaviour or behaviours. This is to ensure a successful 
return to school, and mitigate any unacceptable risks posed to teaching and learning, and the health, safety and 
wellbeing of staff and/or students. 
 
Principals can use suspension as a behaviour management intervention when a behaviour or behaviours of concern 
pose an unacceptable risk to others or to teaching and learning. When assessing grounds for suspension, principals 
should consider the diverse learning and wellbeing needs of students, including developmental age, trauma, child 
protection concerns, cultural considerations, disability and individual needs and circumstances. 
 
The suspension duration may be: 

• up to 5 consecutive school days for students in Kindergarten to Year 2 
• up to 10 consecutive school days for students in Year 3 to Year 6 

 

School Behaviour Support and Management Plan 

Date Completed:  4/11/24 

Completed by: Michelle Dalgliesh 

Position(s): Principal 

Next Review date: November, 2025 

Next Review date with community input: November, 2025 

Principal Name: Michelle Dalgliesh 

Principal Approval date: 3/2/25 

 


