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GOVERNMENT NSW Department of Education School

Umina Beach Public School

Umina Beach Public School communication protocols for
notifying parents and carers of moderate or major
student incidents

1. Statement of Intent

Umina Beach Public Schoolis committed to maintaining a safe, respectful and supportive
learning environment where all students can learn and thrive. Effective communication
with parents and carers is a key part of supporting student wellbeing and positive
behaviour for learning at our school.

This protocol outlines how the school communicates about moderate and major student
behaviour incidents in a timely, respectful, and transparent manner, while ensuring the
privacy, dignity, and wellbeing of all students. It aligns with the expectations of the NSW
Department of Education and relevant policies including the Student Behaviour Policy and
the Behaviour Code for Students.

Our schoolvalues partnerships with families and recognises that collaborative
engagement supports students to meet behavioural expectations and participate
successfully in school life.

2. Purpose

This procedure ensures that UBPS communicates with parents and carers regarding
moderate and major incidents in a way thatis:

e timely and professional

e consistent with NSW Department of Education policy
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e accurate and respectful
e supportive of positive home-school partnerships

It provides clear guidance on preferred communication methods, timelines, and
documentation, as well as procedures for Sort and Talk sessions and managingcomplex or
repeated parental communication.

3. Scope

This procedure applies to moderate and major behaviour incidents occurring:

e during schoolhours

e atschool-supervised activities

e while students are under the school’s duty of care

e outside school hours, where the behaviour impacts the safety, wellbeing, or
learning environment of students or staff at the school

It covers incidents that:

e require executive staff involvement

e require investigation or follow-up

e involve significantdisruption to learning or safety

e mayresultin Sortand Talk sessions orformaldisciplinary action such as Formal
Caution or suspension.

Minorincidents managed by classroom or playground staff are generally not
communicated individually unless repeated or escalated.

4. Guiding Principles

Communication with parents and carers is guided by:

e Timeliness: notification occurs as soon as practicable
e Accuracy: verified information is communicated clearly

e Partnership: constructive home-school collaboration is maintained
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e ProfessionalJudgement: staff determine the appropriate method and content of
communication

e Student Dignity and Privacy: focused on the individual student while protecting
others’ privacy

5. Definition of Moderate and Major incidents

Student behaviour is considered within the behaviour response continuum, which guides
proportionate and consistent responses.

Moderate incidents mayinvolve:

e disruptionto learning

e repeated minorunsafe orinappropriate behaviour: 4 x minorincidents in a ten-day
period will be recorded as a moderate incident

e repeated breaches of expectations: 4 x minorincidents in a ten-day period will be
recorded as a moderateincident

Major incidents mayinvolve:

e significantdisruption orunsafe behaviour
e aggression, intimidation, or repeated unsafe conduct

e situations requiring executive intervention

incidents that may result in formal disciplinary action, including formal caution or
suspension

Classification and responses are determined using staff professionaljudgement,
considering:

e Seriousness of behaviour and context

e student age and developmental stage

e previous behaviour patterns

o the safety and wellbeing of all students and staff

All responses are aligned with the Behaviour Code for Students.
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6. Preferred method of communication

UBPS prioritises direct communication with parents/carers, either:

e inperson, or
e bytelephone

Direct contact is prioritised over other communication processes, such as email
notification, as it:

e allows clarification and two-way discussion

e reduces misinterpretation of written communication
e conveys context, reassurance, and support

e enables collaborative problem solving

e strengthens home-school partnerships

Where possible, contactis attempted on the day of the incident (oras soon as
practicable).

7. Communication timeframes

Staff respond immediately to ensure student and staff safety

Incident is reviewed or investigated by relevant staff

Executive staff determine appropriate response

Parents/carers are contacted directly (same day if possible)

If contact is not possible, a brief email notification is sent

Follow-up supportis provided as required (e.g., Sort and Talk, monitoring cards
etc.)
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Where multiple incidents occur within a single school day, the school may prioritise
communication regarding the most significantincident, with additional matters addressed
through follow-up communication where appropriate. This approach ensures that
communication remains clear, purposeful and focused on priority behaviours, while
supporting timely and effective responses.
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8. Email Communication when direct contact is not
possible

Email notifications are brief, factual, and focus on the incident and its resolution.

Standard Template

Dear Parent/Carer,

lam writing to inform you that on {IncidentDateShort}, staff responded to an incident
involving {PrefName}. Staff responded promptly to ensure the safety and wellbeing of all
students.

A brief summary is provided for you below:
{IncidentDescription}

This matter has been addressed in line with school policies and procedures. If you would
like to discuss the incident further orrequire additional support, please do not hesitate to
contactthe school.

Thank you for your continued partnership in supporting a safe and respectfullearning
environment.

9. Limits to Written Incident Detail

UBPS does not provide detailed written incident reports via email to protect:

e Privacy of other students
e Confidentiality obligations
e Prevention of misinterpretation

e Constructive, solution-focused communication

Parents and carers are encouraged to discuss incidents directly with staff for more detail
or clarification.

April 2026



10. Sort and Talk Process

Sort and Talk sessions are reflective behaviour interventions aligned with departmental
policy (Student Behaviour Policy).

Sort and Talk sessions are designed to:

e allow students to review and reflect on behaviour
e provide explicit teaching of appropriate choices

e supportrestorative outcomes

e encourage planning to prevent recurrence

Sessions are facilitated by executive staff and may occur during break times.

Sort and Talk email template (if direct contact not possible)

Dear {Parents},

On {IncidentDateShort}, staff responded to an incident involving {PrefName}
{IncidentLocation}. This matter has been addressed in line with schooland departmental
policies and procedures. A brief summary is provided below:

{IncidentDescription}

As an appropriate response, {PrefName} will participate in Sort and Talk sessions on the
following schoolday. These sessions provide an opportunity for students to regulate,
reflect, and develop strategies to support positive behaviour.

The class teacheris aware of the planned sessions and will provide additional support or
accommodations as needed. Amonitoring card may also be used fora set period to
supportongoing behaviour development.

Prior to your child’s Sort and Talk session, staff will make every effort to contact you to
discuss the incident further. If you would like additionalinformation or support, please do
not hesitate to contactthe school.

Thank you for collaborating with us to support a safe and respectfullearning environment
and forreinforcing both the NSW Department of Education Behaviour Code for Students
and our Safe, Respectful Learnerexpectations.
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11. Communication of multiple incidents in a school day

Where a studentis involved in multiple incidents in a single day, the school will apply
professional judgement to determine communication priorities.

This may include:

e communicating the most significantincident requiring immediate attention, or

e summarising multiple incidents within a single communication, where appropriate,
or

e addressing patterns through follow-up discussions or meetings

e avoiding multiple notifications where this does not support clarity

This ensures:

e communicationis clearand purposeful

e priority behaviours are addressed promptly

e staff can focus on supporting priority student behaviour and wellbeing
e Parents/carers are supported to focus on key incidents

Parents and carers are encouraged to contact the school for further discussion if required.

12. Professional authority of school staff

School leaders and staff have authority to determine and implement behaviour responses
under departmental policy, including:

e restorative conversations

e behaviour monitoring

e SortandTalk sessions

e formaldisciplinary measures

Decisions are guided by:
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e incident context and severity

e student developmental needs

e previous supportsin place

o the safetyand wellbeing of all students

While communication with parents is highly valued, staff retain professional responsibility
forimplementing appropriate responses.

13. Communication expectations for parents and carers

In allinteractions, UBPS expects communication to be:

e Respectful — focused on supporting student learning and behaviour
e Constructive —aimed at solutions and clarification
e Directed through appropriate channels - e.g., office or nominated staff member

14. Documentation

Incidents and communications are recorded in Sentral, the school’s centralised school
management software system, SENTRAL, in accordance with departmental requirements.

15. Review

This procedure will be reviewed periodically to ensure alignment with:

e NSW Department of Education policy

e schoolwellbeing and behaviour procedures

e best practice in home-schoolcommunication
e Feedback from parents, carers, and UBPS staff
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UBPS Parent/Carer Communication Flow —

Moderate & Major Incidents

Incident Occurs

Immediate Staff Response

¢ Ensure safety & wellbeing
e De-escalate as needed
 Notify executive if required

Incident Review / Investigation

Determine Behaviour Response

¢ Restorative conversation

e Behaviour monitoring

e Sort & Talk session

¢ Formal disciplinary action (if Major)

¥

Parent/Carer Contact Attempt

e Phone or In-Person
o Same Day if Possible

 EE—

Contact Not Made

Contact Made

e Send Brief Email
e Use Sort & Talk Template

e Incident Notification Template

e Discuss Incident
o Offer Support

Follow-Up Support & Monitoring

e Sort & Talk Sessions
¢ Monitoring Card if Needed
e Accommodations in Class or Break Times

e Individualised adjustments, where necessary
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