
 

  

150 Athol Street 

Moonee Ponds 3039 

Telephone  
9370 6875 / 9375 1197 

FAX 

9370 1909 

Email 
moonee.ponds.west.ps@education.vic.gov.au  

Website 

www.mooneewestps.vic.edu.au 

We think, we 
create and learn 

together

MOONEE PONDS WEST  

PRIMARY SCHOOL 

- - - - - - - - - - - -- - -- - -- --- - -- - - -- - -- -  

STUDENT 

- - - - - - - - - - - -- - -- - -- --- - -- - - -- - -- -  

WELLBEING  

& 

ENGAGEMENT  



 
 

Table of Contents 

SECTION 1 - INTRODUCTION .............................................................................................................1 

Definition........................................................................................................................................................................................ 1 

Rationale......................................................................................................................................................................................... 1 

Purpose of this document .......................................................................................................................................................... 1 

School Profile ................................................................................................................................................................................ 2 

SECTION 2 – WHOLE SCHOOL PREVENTION AND INCLUSION.............................................................3 

Model for Whole School Values ................................................................................................................................................ 3 

The Framework for Student Engagement and Wellbeing:................................................................................................ 4 

Program for Students with Disabilities.................................................................................................................................. 4 

External Agencies and or Departments ................................................................................................................................. 5 

Compliance with Working with Children Check.................................................................................................................. 5 

Student Referral Process and Case Study Model ................................................................................................................. 5 

The Process for Referring Children to Student Support Services................................................................................... 6 

Our Instructional Model ............................................................................................................................................................. 6 

Reasonable Adjustments............................................................................................................................................................ 6 

SECTION 3 – RIGHTS AND RESPONSIBILITIES .....................................................................................7 

Whole School Rights and Responsibilities ............................................................................................................................ 8 

Whole School Policy and Guidelines .....................................................................................................................................10 

A Parent’s Guide to managing Concerns and Complaints ...............................................................................................11 

BULLYING (Unwanted attention from another) ................................................................................................................11 

SECTION 4 – SHARED EXPECTATIONS .............................................................................................. 15 

Student Expectations.................................................................................................................................................................15 

Staff Expectations .......................................................................................................................................................................17 

Parent(s)/Carers Expectations ..............................................................................................................................................17 



SECTION 5 – SCHOOL ACTION AND RESPONSE ................................................................................ 18 

Attendance and Absence process ..........................................................................................................................................18 

Process for Late Arrival and Early Dismissal .....................................................................................................................19 

It's Not OK to Stay Away: Student Absenteeism .................................................................................................................20 

Individual Education Plan- Academic and Attendance....................................................................................................21 

Positive behaviour:  School Wide Positive Behaviours our structured approach for intervention....................22 

Intervention hierarchy .............................................................................................................................................................24 

Positive Behaviour Plan ...........................................................................................................................................................27 

Whole School Management Process for All Students .......................................................................................................30 

Playground offenses such as a transgression of playground expectations................................................................31 

Ongoing Repetitive Behaviour Classroom and or Playground ......................................................................................32 

Suspension ...................................................................................................................................................................................33 

Expulsion ......................................................................................................................................................................................33 

Responding to Incidents...........................................................................................................................................................34 

APPENDICES ................................................................................................................................... 35 

Moonee Ponds West Primary School – Instructional Model ..........................................................................................35 

Case Study Referral Process ....................................................................................................................................................39 
 .................................................................................................................................................................................................... 39 

Zones of Regulation ...................................................................................................................................................................40 

Plutchik’s Emotional Floret .....................................................................................................................................................40 

Catastrophe Scale .......................................................................................................................................................................41 

Managing Concerns and Complaints .....................................................................................................................................42 

Suspension Process Flow chart ..............................................................................................................................................46 

Expulsion Process in Government Schools .........................................................................................................................47 

Student Support Group process/Behaviour Review Conference..................................................................................49 

Responding to Incidents Record Proforma.........................................................................................................................50 

 



 

 

Section 1 - Introduction  
This is a document to guide the Student Wellbeing and Engagement opportunities and process of Moonee 

Ponds West Primary School. 

Definition 

Student engagement can be defined as three interrelated components:  

Cognitive, Emotional and Behavioural elements.   

  

These three elements work in partnership to produce engagement students.  

 

Cognitive engagement relates to a students’ investment in learning and their 

core motivation and self-regulation.  It is the act or process of knowing, 

perceiving, and remembering. 

 

Emotional engagement encompasses students’ emotional reactions in the 

classroom and in the school and measures a students’ sense of belonging or 

connectedness to the school. 

 

Behavioural engagement refers to students’ participation in education, 

including the academic, social, and extracurricular activities of the school. 

 

Rationale 

The Department of Education and Early Childhood Development is committed to providing safe, secure, and 

high-quality learning and development opportunities for every student in all Victorian schools. These students 

can only reach their full educational potential when they are happy, healthy, and safe, and when there is a 

positive school culture that is fair and respectful to engage and support their learning. Any situation where a 

member of the school community feels unsafe at school due to bullying or any form of unacceptable 

behaviour such as harassment, discrimination or a threat or act of violence is not tolerated in Victorian 

government schools. 

Purpose of this document  

To promote and encourage educational achievement and excellence through prevention of absences and 

recognition of the elements associated with positive learning behaviour.  

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

environment through engagement  

To provide students with a safe learning environment where the risk of harm to self and others is minimised 

and students feel physically and emotionally secure  

To provide support for individual circumstances when a student begins to disengage from their learning, when 

regular attendance is not consistent or positive behaviours are not demonstrated 

To provide genuine opportunities for student and parent(s)/carer(s) to be heard. 

 



 

School Profile 

Moonee Ponds West Primary School is a co-educational Foundation-Year 6 school located in the quiet 

residential area of Moonee Ponds in Melbourne’s inner South-Western Region. The school provides primary 

education for families in the suburb of Moonee Ponds and surrounding neighbouring areas.  

 

The school, established in 1888, has a 129-year history with the Library and Hall buildings considered to be of 

significant by the National Trust. A new Virtual Tour of the school is ava ilable on the school’s website. The 

school is respected within the community and the demand for student places often exceeds those available.  

In 2021 the school managed the effects of COVID with structured remote and flexible learning both virtually 

and onsite. The mixed environment strengthened teachers and students the face-to-face time.   The schools 

Vision statement of ‘We Think Create and Learn Together’ and values of Compassion, Courage, Creativity, and 

Critical thinking are evident in all school and community activities.  

 

The Student Family Occupation (SFO) & Student Family Occupation Education Index (SFOE) remains stable and 

is currently - 0.1463 (2021 State Median is 0.4142). The SFOE indicator illustrates a level of advantage for our 

school. 

 

The school structure is predominantly multi-aged classes of two-year levels with teachers housed in 

Professional Learning Teams (PLT’s).   Collaborative planning enables the teachers to plan to meet the student 

learning needs. The current performance indicators show our success as a result of this process.   Our 

Specialist programs are currently Physical Education (PE), Creative Arts, Language (a Japanese immersion 

program), and Hall (for emotional and social learning)  

 

The school’s intervention strategy across the school, has focussed on reading and writing skill development, 

especially in the early years. In 2021 the State funded Tutoring program targeted students in a learning ‘boost’ 

opportunity, ensuring all students are growing their learning.  The school is an active member of the Moonee 

Valley Instrumental Music Program which enables students to learn a range of instrumental tuition within 

school time. Performance opportunities are an important part of this offering.  We have a close association 

with our Outside School Hours Care provider.  

 

The school grounds offer active and passive areas for student play, two adventure playgrounds, and a 

synthetic oval with running track, football, and soccer fields as well as a courtyard. The school has an Open 

Gate Policy that encourages community groups and families to use the school grounds out of school hours.  

 

Moonee Ponds West Primary School recognises that families are important partners in supporting the 

education achievement and wellbeing of students and values the partnership between the students, staff, and 

parents. 

 

  



 

Section 2 – Whole School Prevention and Inclusion  

At Moonee Ponds West Primary School, we believe: 

● Strong relationships matter.  Every child must feel they have an advocate in their school and children 

learn best from teachers they admire and respect. 

● Teachers can and do make a difference and need to be supported to be really passionate about what 

they do. 

● Teaching should focus on academic content and social and emotional development.  How children 

learn is as important as what they learn. 

● Children are better prepared for learning when they are in a safe, supportive ad engaging 

environment. 

● A culture of inclusiveness strengthens children’s sense of connection. A sense of wellbeing and dignity 

emerges for children when they feel they have something to contribute.  

● Consistent and supportive behaviour management procedures contribute to long term social and 

emotional development goals for children of primary age. 

 

At our school we believe that learning and wellbeing are mutually supportive and are not separated. 

 

At Moonee Ponds West Primary School our community works together to ensure that every child has a 

positive, happy, and rewarding school experience focussed on the giving of effort in all we do.  Families and 

school staff are partners in the learning process, ensuring our children strive to achieve their personal best and 

show kindness towards others. 

 

 The school prides itself on having a dynamic, caring, and innovative staff who work hard to provide a range of 

high-quality learning opportunities to stimulate and challenge each child.  This is done within a collaborative 

culture which creates a strong sense of community spirit and high expectations.  

Model for Whole School Values 

Our School Values are: 

Collaboration, Creativity, Critical thinking, and Courage 
 

Our Vision is: 

To educate the whole chid is to attend to their academic, social, emotional, and physical learning. To this end 

our philosophy statement developed over years indicates our ongoing commitment to this ideal.   

Our Vision statement is a summary of our collective ideal. 

 

We Think, Create and Learn Together 
 

Our Purpose Statement is: 

At Moonee Ponds West Primary School, we create rich and challenging learning opportunities for every child.  

Our students know themselves as learners; they explore and exchange ideas, and make meaningful 

connections with family, school, and the broader community. 

 

 

 



 

The Framework for Student Engagement and Wellbeing: 

All of the above are supported by the school’s commitment to framework for supporting positive student 

management and growth which contain the following elements. 

 

School wide positive behaviour support 
A whole-school evidence-based approach to promote improved behaviour that uses school level data to 

inform actions across all three tiers. 

 

Respectful Relationships 
Resources for schools to implement a whole school approach and teaching and learning materials to deliver 

respectful relationships education. 

 

Restorative Practices 
Restorative practice is a strategy that seeks to repair relationships that have been damaged. It does this by 
bringing about a sense of remorse and restorative action on the part of the offender and forgiveness by the 
victim.  

In the spirit of personal responsibility, forgiveness, and commitment to positive future behaviour, both parties 
express their acceptance of the proposed solution/s and discuss what can be done to prevent a recurrence.   

Building resilience framework 
Resources on developing personal and social capabilities, including self-awareness, self-management, and 

social awareness. 

 

Moonee Ponds West Primary School implements a range of programs to support child engagement, inclusion, 

school attendance and positive behaviours.  Strong links will be made with our community whenever possible.  

The school has employed a speech pathologist and has access to a psychologist through an outside provider 

Healing Minds.  

Program for Students with Disabilities 

All Government school have access to the Program for Students with Disabilities.  Such funding enables all 

students to attend a government mainstream school.  The funding model is based on criteria for funding and 

moves through a range of levels from level one to level 4 (the highest level of funding support). At Moonee 

Ponds West Primary School, the Assistant Principal manages the Program for Students with Disabilities and 

conducts the frequent Student Support group meeting and funding application.   All referrals for funding 

through this program commence at the local Case Study meeting.  

 

  



 

External Agencies and or Departments 

We access other health professionals including occupational therapists, language support services together 

with welfare agencies in an effort to provide support for the wellbeing needs of our children and families.  

 

Moonee Ponds West Primary School will develop a strong connection with the following organisations which 

can provide us with additional support and advice in relation to child wellbeing: 

● Western Autistic School 

● Western Language School 

● Royal Children’s Hospital including the access to the Travancore Family services 

● Local Paediatricians and Speech Pathologists 

● Department of Health and Human Services (DHHS) 

● MacKillop Family Services 

● The Department of Education Student Support Services and Visiting Teacher service 

● Ascot Vale School 

 

We build strong links with our community and aim to develop strong home school partnerships involving 

families in as many ways as we can, including through the Parent Representative strategy, Classroom Helpers, 

School Council membership and memberships of the Sub-Committees, Special celebration days, Incursion and 

Excursion participation, family fun nights, whole school assemblies and sports days, various Art events and 

other family events. 

The school provides for families after school hours through having the grounds open for family and community 

usage. 

Compliance with Working with Children Check 

All staff onsite and volunteers must provide a current Working With Children Certificate.  This is a free service 

and is available online.  A Working with Children’s register of all volunteers and support staff is kept onsite at 

all times.  The General Office personal keep this register up to date.  

All teaching staff complete this compliance requirement with the Victorian Institute of Teaching (VIT) 

registration. 

Student Referral Process and Case Study Model 

A whole school approach through a Case Study model focusses on safety, early intervention, prevention, and 

wellbeing with ongoing support through the curriculum and extra curriculum strategies in place across the 

school.  A more detailed document is in the Appendix of this document. 

 

This process supports the Department of Education process for accessing assessments and other support 

services provided by the Department of education.  The SOCs system enables schools to raise an awareness of 

students that may need additional support for funding through the Program for Students with Disabilities.  

 

  



 

The Process for Referring Children to Student Support Services 

A Student Support Group may be convened by schools, at the school, to exchange information and facilitate 
solutions to behavioural problems or difficulties of students.  The SSG is usually each term for students on the 
Program for Students with Disabilities.  However other students with Individual Education Plans can also have a 
Student Support Group meeting.  At Moonee Ponds West Primary School this meeting will be determined by the 
Case Study process where referrals for additional support are requested.  
These meetings are to be held at a time suitable both to the school and to the parent(s)/carer(s). The purpose 
of procedures for such meetings will vary depending on the needs of individuals and schools, but they promote 
positive behaviours through a staged response.  As well as teachers, parent(s)/carer(s) and student, the meeting 
could involve a person requested by the parent(s)/carer(s) who is not acting for fee or reward.  If the principal 
considers it warranted, or the student or the student’s parent(s)/carer(s) request, the principal must ensure 
suitable language interpretation facilities are made available.  

Our Instructional Model 

The school uses this instructional model supported by the Victorian Model for Teaching and Learning.  Below is 

the Instructional Model ‘at a glance’ indicating the typical flow of an instructional lesson. They can flow 

differently depending on the lesson focus but will have all the Instructional Model elements. The full 

Instructional Model documentation can be found in the Appendix of this document. 

 

 

Reasonable Adjustments 

A reasonable adjustment is a measure or action taken to help a student with a learning difficulty 

and/or disability take part in their education on the same basis as their peers.  The school’s physical 

environment caters for children with disabilities as needed. 

Adjustments can be made: 
● in the classroom 

● in the playground 

● to excursions and camps 

 

 



 

Section 3 – Rights and Responsibilities  

Rights and Responsibilities Statement  
Moonee Ponds West Primary School’s Rights and Responsibilities Framework ensures a consistent approach 
and a shared understanding of our rights and responsibilities as a school community. This framework is 
underpinned by our belief in developing the whole child.   

As part of developing a positive classroom culture, it is an expectation that teachers and students develop 
classroom rights and responsibilities during term one of each year.   These documents are to be displayed and 
shared with the school community.  

With rights and responsibilities come natural and logical consequences which is underpinned by restorative 
practice. The aim is to empower students to reflect on and modify their behaviour to be part of a happy and 
safe community.  

 

MPWPS RIGHTS AND RESPONSIBILITIES 

We have the right to We have the responsibility to 

Learn  ● be ready to learn  

Be safe  ● be safe and keep others safe  

Feel included  
● be accepting of others 

● celebrate each other’s uniqueness  

Be treated with respect  

● listen to others and have others listen to us 

● care for community members, spaces, and 
property 

 

  



 

Whole School Rights and Responsibilities  

All classrooms develop a classroom rights and responsibilities document.  This document is developed during 
the first term and may take many weeks to develop through ongoing class discussion, role-play, and scenarios. 
The document is written using positive language and is central to student management within each classroom. 
It is displayed prominently in classrooms and referred to and refined throughout the year. It is shared with 
specialists/principal class and sent home to families. 
It is student directed (but guided by the teacher), in the shared language of the school and in line with the 
student wellbeing policy ensuring the following rights and responsibilities are met.  

 

Rights and Responsibilities of Students 

 

Rights of Children: Responsibilities of Children 

Students have the right to: 

• Work in a secure environment where, without 
intimidation, bullying (including cyber-bullying) 
or harassment they are able to learn effectively 
and fully develop their talents, interests, and 
ambition 

• Participate fully in the school’s educational 
program 

• Expect they will be encouraged and supported 
to take greater responsibility for their learning  

• Learn in a cooperative and safe environment 

 

Students have a responsibility to: 

• Participate fully in the school’s 
educational program and to attend 
regularly.  

• Display positive behaviours that 
demonstrate respect for themselves, their 
peers, their teachers, and all other 
members of the school community. 

• Demonstrate respect for the rights of 
others, including the right to learn and 
contribute to an engaging educational 
experience for themselves and other 
students.  

• Take greater responsibility for their own 
learning and participate as members of 
the whole school community. This 
involves developing as individual learners 
who increasingly manage their own 
learning and growth by setting goals and 
managing resources to achieve these 
goals.  

• Exhibit endeavour in their ongoing 
learning and strive for excellence 

• Treat others the way they would like to be 
treated themselves 

• Look after the school environment 
• Know, understand, and be guided by the 

school values  

 

  



 

 Rights and Responsibilities of Staff 

Rights Responsibilities 

Staff have a right to: 
• teach the class that has been assigned to 

them. 
• work in a satisfying, safe, secure, and 

satisfying environment 

• be shown courtesy, kindness, and cooperation 
• know their property is safe 

• work in a clean and tidy school 
• be supported to love what they do 

• be provided opportunities for professional 
learning 

 

Staff have a responsibility to: 
• Fairly and consistency, implement the 

engagement and inclusion guidelines 
• Assess and plan for effective learning 

• Create and maintain safe and 
challenging learning environments 

• Respect and care for school property 

• Know the curriculum to be taught and 
create an engaging and dynamic 
environment with focus teaching 

• Set high expectations for children 
• Communicate positively with children, 

colleagues, and families, respecting their 
diverse backgrounds 

• Develop a positive, professional, and 
caring relationship with every child in 
the class and their families 

• Ensure that every child is provided with 
support and resources to further their 
learning 

• Abide by any mandatory reporting 
procedures 

• Contribute to maintaining an inclusive 
school culture 

• Display our school values 

• Engage enthusiastically and 
collaboratively in professional learning 
opportunities  

• Ensure that all are working for the entire 
cohort not just their class at any one 
time. 

Rights and Responsibilities of Parents/carers 

Rights Responsibilities 

Parents/carers have a right to: 

• be shown courtesy, cooperation, and trust and 
to be made to feel welcome 

• feel valued and respected 

• participate in a happy, safe, secure, and 
satisfying environment 

• be informed about their child’s progress 
• Bee included as part of the learning 

community in all the school offers. 
 
 

Parents/carers have a responsibility to: 

• Value and respect the staff of the school 
and other members of the school 
community 

• Ensure regular attendance at school and 
promote positive behaviour at all times 

• Work positively with the school to 
address matters of concern such as 
learning, wellbeing or behaviour 

• Follow through with recommendations 
that will improve the educational or 
wellbeing opportunities of children 

• Reinforce and display the school values 
with children  

• Assist with maintaining a safe and 
respectful environment for all children 



 

by acting as a responsible role model 
• Participate in opportunities to support 

student learning for example attend 
parent/teacher interviews, support the 
home reading program 

• Contribute to maintaining an inclusive 
school culture 

Relevant Documents for referring to Rights and Responsibilities 

The school complies with the Rights of the Children under the Disabilities Discrimination Act 1992.   The 

standards cover enrolment, participation in all aspects of school life, curriculum development, student support 

services and harassment and victimisation. 

The Alice Springs (MPARNTWE) Education Declaration 2019. 

The declaration can be found here:  

https://www.dese.gov.au/alice-springs-mparntwe-education-declaration 

The school has considered in the development of these policy guidelines the following legislation which 

directly impacts on these Rights and Responsibilities and Inclusion guidelines.  

 

- Equal Opportunity Act 1995 

- Charter of Human Rights and Responsibilities Act 2006 

- Disability Discrimination Act 1992 and Disability Standards for Education 205 

- Education and Training Reform Act 2006 

- The school has a commitment to implementing programs the help children develop their social and 

emotional competencies 

Whole School Policy and Guidelines 

Our school has a commitment to implementing strategies and curriculum that help children develop their 

social and emotional competencies.  We use the strategies developed by the Department of Education 

including Respectful Relationships, Catching on Early, Bounce Back and Schoolwide Positive Behaviour 

structures.  

 

The introduction of the Schoolwide Positive Behaviours Framework supports the relational focus of the school 

providing a consistent common language to support children’s learning and development.  This framework has 

been implemented to support the processes and practices of the school. 

 

1. Common Language, Vision, and Experience 

2. Leadership and School-wide Support 

3. Clearly defined set of expected behaviours (expectations and rules)  

4. Procedures for teaching and practising expected behaviours 

5. Continuum of procedures for acknowledging expected behaviours 

6. Continuum of procedures for responding to problem behaviours 

https://www.dese.gov.au/alice-springs-mparntwe-education-declaration


 

7. Procedures for record-keeping, decision-making and ongoing monitoring (data) 

 

The school is a CHILD SAFE School and abides by the Child Safe standards and training. 

A Parent’s Guide to managing Concerns and Complaints 

At Moonee Ponds West Primary School, we respect the opinions of all stakeholders.  As in any community 

sometime concerns or complaints are raised and there needs to be a clear and understandable process for 

solving such issues.  The Parent Concerns and Complaints flowchart in the Appendix is how we solve issues and 

work to a harmonious outcome.   

BULLYING (Unwanted attention from another) 

Bullying is recognised globally as a complex and serious problem.  It is a form of aggression, involving the 

abuse of power in relationships.  There are many facets to bullying including the use of emerging technologies, 

and varies by age, gender, and culture. Conflict or fights between equals and single incidents are NOT defined 

as bullying. 

Bullying of any form or for any reason can have long term effects on those involved including the bystanders.  

 

While there is no commonly accepted definition of bullying, commentators in the field (Olweus 1999; 

Ross,2022, Smith and Brain,2000, Smith 2005) generally agree that bullying has the following characteristics:  

● It consists of repeated negative actions 

● It is intended to cause distress 

● It involves an imbalance in power 

● It is directed towards a specific individual or group 

● It can be conducted in person, covertly through direction of the actions of others, or through 

information and communication technologies 

 

Four kinds of Bullying 
Bullying can take several different forms. The Department of Education and Training’s focus of Building 

Respectful Relationships and safe Schools (2010) identifies four types of bullying: 

Physical Bullying 

Physical bullying includes hitting, kicking, tripping, pinching, and pushing or damaging property 

Verbal Bullying 

Verbal bullying includes name calling, insults, teasing, intimidating, homophobic or racist 

remarks or verbal abuse 

Covert Bullying 

Covert bullying is often harder to recognise and can be carried out behind the bullied persons 

back. It is designed to harm someone’s social reputation and/or cause humiliation.  Covert 

bullying includes: 

● Lying or spreading rumours 

● Negative facial or physical gestures, menacing or contemptuous looks 

● Playing nasty jokes to embarrass and humiliate 

● Mimicking unkindly 

● Encouraging others to socially exclude someone 

● Damaging someone’s social reputation and social acceptance 

  



 

Cyberbullying 

Cyberbullying is overt or covert bullying behaviours using digital technologies. Examples include 

harassment via a mobile phone, setting up a defamatory personal website or deliberately 

excluding someone from a social networking space. Cyberbullying can happen at any time.  It 

can be in public or in private and sometimes is only known to the target and the person bullying.  

Your school have an Agreeable Usage Policy for ICT where consequences for these types of 

behaviours are outlined. 

 

Definition of Harassment is any verbal, physical, or sexual conduct (including gestures) which is uninvited, 

unwelcomed and which is reasonably likely to humiliate, offend, intimidate, or distress a child or adult person.  

For example, teasing a student because of their speech impediment. 

 

What does not constitute BULLYING  

There are some behaviours which, although unpleasant or distressing are not defined as bullying.  Some 

examples are: 

 

Mutual conflict 
In mutual conflict and argument or disagreement exists between children but there is no imbalance of 

power.  Both parties are upset and usually both want a resolution to the problem.  However 

unresolved mutual conflict sometimes develops into a bullying situation with one person becoming 

targeted repeatedly or retaliation in a one-sided way.  At MPWPS the use of a Restorative conversation 

with appropriate agreed consequences closes the circle of the conflict which enables the positive 

relationship to continue. 

Social Rejection or Dislike 

Unless the social dislike is directed towards someone specific and involves deliberate and repeated 

attempts to cause distress, excluded or create dislike by others it is deemed not bullying. 

 

Single-episodic acts of nastiness or meanness, or random acts of aggression or intimidation  

Single sporadic acts of nastiness or physical aggression, although unacceptable is not bullying.  If a 

child is verbally abused or hurt by another child on only one occasion they are not being bullied.  A 

single act of this kind, directed towards many different children is not the same as bullying.  

 

Dealing with Bullying at Moonee Ponds West Primary School 
At Moonee Ponds West Primary School, we are committed to the safety and positive wellbeing of all children.  

We are constantly striving to make school a positive place where children can have fun, feel safe and be 

connected.  We also focus on the students having agency and voice to promote engagement and connection 

with the school and their peers. 

 

We do not condone or accept bullying of any kind.  We work hard to prevent and deal with any reported 

bullying by being proactive and committed to providing life skills for our children.  

 



 

Children are encouraged to report any bullying incidents 

to an adult and not to remain silent about such a 

situation.  The school has encouraged the use of the 

Three Step Telling strategy from Kids Matter as a way of 

developing self-protection and reporting. 

 

Once identified the bully, the victim and the bystanders 

or witness are all part of the process to identify the 

incident and the consequences.   The use of the Method 

of Common Concern is also used to assist with strategies 

for ‘righting’ a wrong situation. This method supports 

the Restorative Conversation and helps continue to build 

and or repair the student relationships. All incidents are 

documented and recorded into COMPASS. 

 

 

As part of our Bullying Action Plan Staff will: 

● Be provided with training relating to Bullying, cyberbullying, and harassment 

● Implement the school curriculum programs that promote resilience, life and social skilling, 

assertiveness, conflict resolution and problem solving. 

● Staff will use the processes of Restorative Practice techniques to resolve conflict. 

● Outline with their class the Bullying policy and implementation guidelines 

● Follow school protocols and procedures when investigating child matters 

● Intervene and swiftly manage any bullying matters reported by a child or their parents 

● Contact the families of the children involved to elicit support and assistance in gaining information 

about a situation. 

● Report to families on the outcomes of any investigations and any follow up 

● Offer support to victims and seek parental support and cooperation. Monitor for a designated period 

of time 

● Record any incidents on COMPASS 

● Run cyber-safety information sessions annually or as needed to assist in the safety of students.  

 

Our Parents role will be to: 
Watch for signs of bullying in their child/ren and alert the school if they believe their child is being bullied, 

rather than deal with the issue themselves. We would expect that parents do not contact children or other 

parents over such matters.   

The following signs could suggest a child is being bullied: 

● Having trouble getting out of bed 

● Not wanting to come to school 

● Wanting to change routines to and from school 

● Change to sleeping or eating patterns 

● Have frequent crying, anger, or mood swings, appears anxious or worried. 

● Have stomach aches and unexplained pain 

● Secrecy or not wanting to discuss  

 

When these signs are evident it is important to contact the class teacher to discuss and form a plan.  If this 

does not change the situation, make an appointment with the Assistant Principal or Principal for more direct 

action and or intervention. 

  



 

Strategies that Parents can use if their child is being bullied. 
● Report any bullying matters immediately to the school.  Discuss the situation with your child’s class 

teacher or a member of the school’s leadership team.  

● Do not try to resolve the matter yourself by approaching any children or their families. Please let us 

work for you to resolve the issue. 

 

Parents should try to obtain as many facts as they can through discussion with their child so that they can 

identify if there is a repeated pattern.  Gaining valuable information from your child will help when we meet 

to compare our investigations and come up with a plan.   

 

Some things to identify and write down are: 

● What happened 

● Who was involved? 

● Where and when did these things happen 

● Whether there was any provocation on the part of the victim 

● Did anyone else see what happened 

● Was an adult informed? 

● When the bullying first began 

● What solutions you have tried thus far 

● What teachers have been involved and what actions have been taken 

● Make an appointment with your class teacher to discuss the matter. (Please ring the General Office to 

make the appointment so we can give the matter our full attention) 

 

At the school planned meeting 

● Please bring your notes 

● This can be a very emotional time, so we ask that you present your concern and information in a calm 

way and try to solve the situation with the school. 

● If your child hast told anyone at school, then we may not know and have done what appears to be 

nothing. 

● Be patient. The school will need time to investigate the matter and speak with all the children and staff 

involved. 

● Ask to see the school’s Anti-Bullying policy and procedures  

● The school will contact you to discuss the outcomes of the investigation and outline the steps it will 

take to resolve the matter. 

● The school will arrange another meeting to discuss the plan and report on monitoring the successful 

implementation.  

 

 

 

 

 

  



 

Section 4 – Shared Expectations  

Our Shared Expectations 
At Moonee Ponds West Primary School, we have a responsibility to provide an educational environment that 

ensures all children are valued and cared for, feel they are part of the school, and can engage effectively in 

their learning and experience success. 

Student Expectations 

Moonee Ponds West Primary School aims to provide a stimulating, supportive and inclusive environment. The 

school acknowledges and celebrates individuality by having a positive view of the uniqueness of the learner 

while focusing on individual growth and the fostering of talents, skills, and interest. We are committed to 

developing highly literature and numerate children who can think critically, take risks, seize opportunities 

enthusiastically, are resilient and work collaboratively with others, while at the same time show respect , care, 

and kindness for others. 

 

Our school is committed to doing as much as possible to facilitate high expectations of all students. In doing so 

we acknowledge effort and use a progressive report to formally provide feedback to students and families.  

 

We must be aware of consistently applying logical known consequences to student’s actions.  This pattern of 

response enables the student to assume that the school cares about them and their future.   A Restorative 

meeting or conversations to set the terms of reintegration will follow a fixed period of exclusions and 

temporary removals. The restorative conversation must lead to meaningful consequences about how to avoid 

recidivism, and to unpack problems that may provide context to the behaviour. Re-entering a class is to be 

positive and the relationship with the teachers is restored. 

 

Restorative Process 
Restorative practice is a strategy that seeks to repair relationships that have been damaged, including those 
damaged through bullying. It does this by bringing about a sense of remorse and restorative action on the part 
of the offender and forgiveness by the victim. 
 
Restorative Practices refers to the way the school works in promoting genuine relationships which result in 
better behaviour and learning at school. It also refers to the way in which young people are asked to think 
about, and take responsibility for, their behaviour and its effects on others. This approach endeavours to build 
a caring community around students whilst not accepting harmful behaviour. When conflicts occur, the 
restorative approach involves all those affected to find a way forward.  
 
The students involved agree that a conflict or argument has taken place and agree to repair the harm or 
damage done. All those involved have a chance to give their point of view and say how things can be fixed in 
the future. In this way, an agreement is reached - it still may involve specific logical consequences or discipline 
procedures, depending on the circumstances. Importantly, relationships are healed wherever possible, and 
any contributing problems are identified for follow up. 
 
Schools adopting a restorative philosophy use relational language that demonstrates respect, care, and mutual 
responsibility. Feelings are shared and explored through affective statements and affective questions.  
 
Conversations about behaviour provide opportunities for students to consider how their behaviour impacts on 
others and how things can be put right. Students are supported to accept responsibility for their actions.  A 
teacher using this approach would talk through what has happened using a restorative chat or discussion.  
This might take place informally in the classroom, corridors, or playground when children have caused some 
harm or significant disruption. 



 

 
An important Restorative Practice is the Restorative Chat. A restorative chat seeks to understand, make 
amends, and put things right. 
 

The Restorative Chat Card 

Have a W.A.R.R.M. Conversation 

What happened? (Story telling) 
What, which, when, who, how, where? 

Affect- (feelings & emotion) 
 Who has been affected & in what ways? 

Reflection- (better choices) 
 If you had your time over again what would be different? 

Repair – (making things right) 
 What needs to happen to fix things? 

Moving on – (plans & agreements) 
 Prevention & behaviour change 

 

At all times, the school should scaffold ways towards positive behaviour patterns for students. Our school 

process and practices seek ways to equip students with better skills, habits, and qualities to ensure that they 

can become self-motivated and directed learners.   Self-regulation using the Zones of Regulation assists 

students in acknowledging and mastering their emotions. This is complimented by the use of Plutchiks Floret 

of Emotions. Please refer to the Appendix for these proformas. 

 

All students have a right to learn. This means that if a student is making it difficult for a teacher to teach or 

students to learn, and consistent in-class strategies have been attempted, students will know the stepped 

process of escalating consequences and be removed from the lesson temporarily until the situation can be 

resolved. 

 

Punitive exclusions are a last resort at our school. If exclusion is to be used it is important to monitor the 

patterns of exclusion carefully, and to consider the context of the exclusion in order to understand how 

appropriate they are in the behaviour management schema. 

 

  



 

Staff Expectations 

Moonee Ponds West Primary School has clear expectations of all community members.  All school community 

members (staff, children, parents/carers) are expected to follow our school values and codes of conduct while 

interacting with one another.   

 

Staff are expected to work together to plan and implement relevant and challenging curriculum that allows 

children to experience success within their learning.  Teaching practices are inclusive of all children and 

consider the varying learning needs of groups of children such as children with physical or learning disabilities, 

and English as Additional Language (EAL) learning needs.  

 

The school caters for various interests of children by providing a range of opportunities (Chess, Music, Choral 

opportunities, Sustainability leadership teams, having children active in their community) and encourages 

them to challenge themselves through a regular Progress report.  Leadership opportunities are developing 

across the school.  

 

The staff at Moonee Ponds West Primary School are mandated to follow the Victorian Institute of Teaching 

‘Professional Code of Conduct’.  A teacher’s professional conduct is characterised by the quality of the 

relationships they have with their students, their students’ families, communities, and their colleagues.  In all 

interactions the staff have the Code of Conduct clearly in their minds and all staff actions are guided by this 

code.  

Parent(s)/Carers Expectations 

Parents are expected to work in partnership with the school to support the learning outcomes, well-being and 
conduct of their child. The school encourages parents to contribute positively and support maintaining a safe, 
secure, and respectful environment. 
 
Parents are expected to act with respect an 
 
• Respect and comply with requests or directions of the principal or other members of staff  

• Be aware that loud, aggressive, or threatening behaviour or any form of harassment of staff or students is 
unacceptable, will not be tolerated and will result in the termination of any discussion or meeting  

• Be aware that persons acting in an offensive, aggressive, or uncooperative manner will be instructed by 
the principal or their nominee to leave the school buildings or grounds. Failure to do so can result in legal 
action  

 

 

  



 

Section 5 – School Action and Response  

Attendance and Absence process 

Our school wide goal for attendance is 98% for every child. This ensures continuity and connection to friends, 

and learning. 

A child with 30+ days absence is heading to the category of having chronic absence from school. 

All unexplained student absences will be followed up by the student administration staff.  

 

If your child is absent from school (including illness and appointment) it is necessary to inform the school.  Our 

COMPASS Portal can be used to inform the school of an absence or appointment. The COMPASS link is below.  

 

You can also call the school to report this absence via the School Absence telephone line, or by advising the 

office or classroom teacher directly. 

  

We do encourage you to make any appointments outside of school hours.  

  

If your child is unwell, it is advisable to not send your child to school. Continual absence may require a medical 
certificate. 
 

https://mooneewestps-vic.compass.education/login.aspx?sessionstate=disabled  

 

 

 

 

 

 

  

https://mooneewestps-vic.compass.education/login.aspx?sessionstate=disabled


 

Process for Late Arrival and Early Dismissal  

 
 

 

 

 

 

 



 

 

It's Not OK to Stay Away: Student Absenteeism 

 

 

 

  



 

MPWPS process for tracking unexplained and explained absence 
• The attendance marking program is set up to notify of students with more than 50% absences in a 3 

days period  

• Student absences appearing on the report (both explained and unexplained) are followed up with 

contact made to the student’s classroom teacher, and then with the students’ parents/carers 

• Unexplained absences are then updated 

• Unexplained absences, that remain unresolved will be followed up with a letter to parents/carers to 

request clarification regarding the unresolved absence, attendance data is then updated. 

• Chronic absences (both explained and unexplained) are escalated to the Assistant Principal/Principal, 

who will further escalate to the SWVR where required 

• Extended periods of explained student absence (such as extended family holidays) are followed up to 

ensure that students have been supplied with an Extended Absence Learning Plan. 

Individual Education Plan- Academic and Attendance 

The school develops Individual Education plans to support the needs of students who may require specific 

academic or attendance goals. 

 
DET REQUIREMENTS: Students who must have a plan that requires a meeting with parents each term:  

● PSD funded students 

● Indigenous students 

● Out of Home Care (OOHC) students 
 

Students who need a plan that requires a meeting with parents each semester: 

• Students who are 12 months behind in any area, e.g., reading, number, writing, spelling, OR for 
attendance, behaviour in the yard, etc. 

 

These plans are specific and should have no more than three academic areas or four goals in total, e.g., two 

academic, two personal/social or three academic and one personal/social.  

 

Goals should be realistic and achievable and reviewed each term (after 7-8 weeks), not something they will 

achieve in 1 or 2 years.  

Plans should be shared with parents once created via Chronicle on Compass and an email.  



 

 
 

Positive behaviour:  School Wide Positive Behaviours our 

structured approach for intervention 

School Wide Positive Behaviour Support uses a tiered intervention approach. Significant investments in time, 

routines and intervention are made in TIER ONE – school –wide systems that support a positive climate for 

learning in classrooms and playground environments. Research indicates that a high-quality learning 

environment for all students and all staff across all settings can resolve 80% of negative student behaviours and 

prevent the development of new incidents of problem behaviours.  

 

Targeted, intensive, and frequent small group interventions form the basis of a TIER TWO response. These 

interventions redirect and equip students to independently manage existing behaviours and are usually required 

for the approximately 15% of students/behaviours that are not prevented by Tier 1 interventions.  

 

The remaining 5% of highly resistant students/behaviours require an individual response that aims to reduce 

the intensity, frequency, and complexity of exiting problem behaviours. The interventions on a TIER THREE level 

draw heavily on the individual needs of the student involved and often incorporate support from external 

experts. The tiered approach is summarised in the ‘SWPBS Triangle’ diagram below.  

 



 

 
Tiered two and three require entry on to COMPASS Chronicle as an orange and red (minor /major) incident.  

  



 

Intervention hierarchy 

At Moonee Ponds West Primary School, we have four levels of intervention as part of our student engagement 

and inclusion guidelines. 

1. Primary Prevention 

2. Early Intervention 

3. Complex Intervention 

4. Restoring Wellbeing 

 

Primary Prevention (building belonging and promoting wellbeing) 
Primary prevention strategies are designed to enhance the emotional and social health of all students and staff 

within a whole school framework. It can also involve skilling teachers in a range of approaches to develop the 

resilience of students throughout their school years. 

 

Many strategies and programs developed for primary prevention seek to build resilience which refers to the 

capacity to cope with extreme and stressful life situations. 

 

At Moonee Ponds West Primary School, we establish a supportive environment where a sense of belonging, 

and wellbeing are strengthened by: 

● Establishing predictable, fair, and democratic classrooms and school environments 

● Ensuring children participation in the development of classroom agreements and expectations, based 

on the school’s values and rights/responsibilities statement, and promoting them within the teaching 

and learning program 

● Providing personalised learning plans for individual children 

● Consistently acknowledging all children for appropriate behaviours 

● Empowering children by creating multiple opportunities for them to take responsibility and be 

involved in decision-making 

● Providing physical environments conducive to positive behaviours and effective engagement in 

learning 

● Inviting, modelling, and expecting mutual respect 

● Activity promoting, supporting, and teaching acceptable behaviour 

● Actively instructing children in emotional management through the Zones of Regulation 

● Implementing comprehensive curriculum to engage and challenge all students 

● Encouraging supportive relationships within and across classes (i.e., the Buddy program) 

● Involving parents, families, and the wider school community 

● Including elements of student wellbeing in staff, professional learning and PLT meetings 

● Providing support for English as an Additional Language (EAL) learners 

● Ensuring students experience strong supportive transitions (class to class, year to year) 

● Ensuring that classroom instruction supports the school Instructional Model  

● Implementing a regular Circle Time structure within every class. 

● Teaching Mindfulness using applications such as Smiling Minds, Mindfulness Lessons (ABC iView, 

Cosmic Kids, Go Noodle, Yoga and the lessons of the Brian and the glitter jar) 

● Greeting children by name or positive touch each morning (handshake, High five, fist pump) 

● Showing unconditional positive regard for each child 

● Regular short Brain Breaks during the day or when required 

● Minimising unnecessary confrontation when managing child behaviour by focussing on the behaviour 

not the child.  

● Using positive reinforcement. Positive reinforcement is a very powerful tool in the management of 

child behaviour.  It is external support to compliance leading to intrinsic motivation to be compliant.  



 

We need to catch the children doing the right thing and apply positive consequences to ensure they 

repeat the behaviour.  

● Active supervision at all times in all situations. Teachers have a duty of care to ensure that children are 

supervised at all times  

● Using ‘Growth Mindset’ language to develop the belief in children that those who accomplish great 

things do so because they put in a lot of EFFORT and PRACTISE.  

● Pushing the boundaries of the ‘comfort zone’ is where true learning occurs.  Mistakes are art of the 

learning process and feedback is vital.  We need to develop the following thinking in children: 

- I ‘m getting better at this 

- I wonder who could help me 

- It does not come naturally to me, but I am working on it 

- I’s willing to do what it takes 

- Yes, it is hard. It is exciting to challenge and test myself 

- Let us approach this learning with a growth mindset 

- I cannot do it yet 

 

Early Intervention (strengthening coping and reducing risk) 
Early Intervention targeted those students at risk of ongoing social, emotional and/or physical harm in order to 

reduce intensity, severity, and duration of psycho-social and behaviour risks. 

 

Early intervention minimises potential harm by aspiring to implement the following strategies:  

● Providing continual monitoring and assessing of risks and identifies need 

● Providing counselling and support as needed 

● Using a range of strategies taught to students for de-escalating (Zones of Regulation, Plutchik’s 

Emotional Floret, Catastrophe Scale see Appendix) so they can move to self-regulation (present, 

centred and grounded).  This is to be a scaffolded process and requires a Gradual Release of 

Responsibility (co-regulation) and involves teaching students breathing strategies and using 

questioning (have you got your centre, have you got your focus?) 

● Implementing regular Circle Time’ 

● Promoting /teaching wellbeing strategies and mindfulness 

● Writing behaviour plans with a resilience focus 

● Planning and assessing students using the Social and Emotional Rubric using the Victorian Curriculum.  

This will provide focus for learning and teaching. 

● Using the Case Study process for accessing support and strategies.  

● Planning and using strategies to target improved skills so that all students experience acceptance and 

positive pro-social environments and activities. 

● Adopting a ‘softer-closer’ approach. Being present and visible and actively roaming during class time 

and yard duty can minimise issues and redirect. 

● Providing repeated instructions =- the broken record approach with a calm tone until the student 

understands and complies. 

● Providing 3:1 positive interaction with children and keeping praise very concrete and specific 

● Providing opportunities for self-regulation 

● Approaching children with a matter-of fact, no-nonsense tone of voice and providing choices about 

things that are inconsequential (reminding the child of their Zones strategy to get to the Ready to 

Learn zone, providing choice this or that, if and then) 

● Directions should be framed as directions not questions (tell me what happened?) 

● Repeat instructions using the ‘broken record’ approach using a calm tone of voice until the child 

complies to the request. 

● Using the Catastrophe Scale to get the problem into perspective.  



 

● Alternatively use the ant or elephant problems -ants are little and annoying, elephants are big and 

dangerous. 

● Providing children in out of home care with a learning mentor and vulnerable children with a check 

and connect (adult) buddies 

 

Complex Intervention (Access support and provide treatment) 
Students may encounter a range of difficulties that require and intervention Issues around mental health, 

family difficulties, and breakdowns, abuse and neglect may require short term or ongoing support from the 

school to other agencies. For some students where trauma is evident education and having the strong support 

of the school is a therapy for them and enables success. 

 

Moonee Ponds West Primary School will 

● Develop and use referral procedures 

● Link students and families to outside school services and agencies 

● Ensure a monitoring of continuity of care 

● Monitor and evaluate progress through regular student support group meetings, care team meetings 

and professional learning team meetings 

● Liaise with student Support Services and other external services, including visiting teacher, 

psychologists, and counselling services. 

 

Restoring Wellbeing (managing trauma and limiting impact) 
Restoring wellbeing aims to provide appropriate support to students, their families and other members of the 

community affected by emergency situations or potential traumatic incidents, particularly those involving 

death, accident and or illness.  

 

Traumatic incidents are those which are extraordinary and beyond people’s normal copying abilities.  

 

Moonee Ponds West Primary School will: 

● Remind students of the school expectations with adults providing the narrative and watching for 

student response.  The adults will use cognitive verbs like ‘I think’,’ I wonder’, ‘I suppose’ in dealing 

with incidents.  

● Keep praise very concrete and specific 

● Provide positive experiences that are unconditional and not linked to specific rewards or tokens 

● Provide opportunities for self-regulation.  Children need role plays and practice to choose self-

regulation strategies that reflect the Zones of Regulation 

● The staff must remain calm and not become emotionally heightened.  Staff should always approach 

students with a matter of fact, no nonsense tone of voice and provide choices about things that are 

inconsequential (use your strategies from the Zones, take yourself away for 3-5 min, drink water, 

breathe) 

● Always focus on the behaviour not the child 

● Provide 3:1 positive interaction with children. Praise process, repeat instructions over and over 

(broken record) until the child responds with compliance. 

 

 

 



 

Positive Behaviour Plan 

The Positive Behaviour Support Plan 

Student Name:  Date:  

Grade/Class:  Plan Duration:  

 Review Date: 

Presenting Issues:  

Describe the student’s challenging behaviours.  

● Non- compliance 
● Not keeping hands and feet to themselves 

 

Positive Behaviours: 

What are the observable positive behaviours of the student? 

Target Behaviours: 

What are the observable expectations regarding the behaviour? 

- In class 
- In the yard 
- In their contact with others- individuals/groups 
 

Feedback to Student: 

How does the student know if they are achieving their behaviour goals? 

- Is there a reward system? 
- Who are the staff responsible – for the classroom- for the yard? 
- Is there a regular meeting with certain staff? 
- What immediate response will the school make when the behaviour expectations are not met? 
- What reminders will staff give to which behaviour expectations if they are not met? 

 
Student self-goals: 

What does the student suggest are goals to improve behaviour? 

Parent goals: 

What does the parent suggest are goals to improve behaviour? 

Monitoring: 

Who is responsible for keeping a check on the student? 

When will the plan be reviewed and by whom? 

Communication & Follow-up: 

How is the plan communicated to appropriate staff? 

Who will follow up and check to see if the plan is being adhered to? 

Who will be involved in a review of the Behaviour Plan? 

 

 



 

Behaviour Support Plan 

Student:                           Grade: 

Teacher:     School:  

Team Members Role 

  

  

  

  

  

 

School Contact: Area contact: 

Email: Email: 

Phone Phone:  

 

The following plan has been developed through direct observation of the student in the school; staff and 

parent interviews; and data collection procedures. Based on this information, the target behaviour (s) are 

identified below, along with a support plan to address these behaviours.  

Student 
strengths  

 Additional 
information  

 

 

Behaviours of Concern  

●  

 

Hypothesis Statement    

Potential Behaviour triggers Behaviour  Potential functions 

   

   

   

 

Behaviour Goals 

  

  



 

 

Prevent Strategies  
Preventative strategies focus on making changes to the environment to prevent the behaviour from occurring. 

They may be in place temporarily or ongoing.  

Intervention Strategy:  
Student will be given choices and have breaks throughout the day.  

Specific steps/strategies Implementation  

  

 

Teach Strategies 
Teaching strategies focus on teaching the student appropriate ways to get what they want rather than 

engaging in problematic behaviours. The strategies also focus on long-term skills and behaviours the student 

needs to learn to get along with others and participate in all aspects of school life. Teaching occurs at times 

when the child is calm, and happy to engage in learning. 

Replacement/Teaching Strategies: Identify alternative behaviour and strategies to increase functionality 

matched positive behaviour. 

 

Intervention Strategy:  

Specific Steps Implementation  

  

 

 

 

 

Reinforce Strategies 
We use reinforcement strategies to strengthen and increase appropriate/desirable behaviours. These 

strategies provide the student with preferred items, activities, and social praise for learning new skills.  

Description of the 
reinforcement system  

 

Specific behaviours and 
time to reinforce 

 

 

Reactive Strategies 
Reactive strategies focus on how to reduce and manage behaviours as they occur. Once disruptive behaviour 

has commenced, the focus is on supporting the student through the behavioural episode, while ensuring that 

nothing is done to inadvertently reinforce these behaviours as they occur.  

At the first sign of behaviour 
(early intervention strategies):  

-  

If behaviour continues 
(behavioural escalation):  

-  

General guidelines:  -  



 

 

 

 

Data Collection 

● Data will be collected on Behaviours of Concern using the ABC and Frequency chart.  

● Data will be used to evaluate Student’s progress and communicate information to all parties 

 

Communication 

● Information to be communicated to the family as required via email or phone call.  

● SSG meeting each term to review. 

● Compass used to chronicle… 

 

Review 

 

 

Whole School Management Process for All Students 

Moonee Ponds West Primary School has as its framework the Schoolwide Positive Behaviours structure and 

has been able to integrate the current and past practices of the school into this frame.   

The focus is on the Rights and Responsibilities of students, staff and families and the use of a  restorative 

conversation to build the connection to the logical consequence.  

 

Consequences for inappropriate behaviour 
Logical consequences are an essential part of children developing Responsibility for their behaviour. An 

incident may occur and there needs to be a stepped or staged list of known consequences that children can 

acknowledge and adhere too.  These must be whole school and in every class.   

They are reflective of the Rights and Responsibilities frame of right to: 

● Learn 

● Be safe 

● Be included 

● Be respected. 

 

All classes develop their class rights and responsibilities, and these are agreed and published early in Term 1 of 

every year.  The Rights and Responsibilities sit within the development of a classroom environment that 

reflects the right to learn and teach, be safe, be included and be respected.  

 

  



 

Where the Rights and Responsibilities in a classroom are not adhered to  and student behaviour is disruptive, 

the following are the staged or stepped consequences and actions will be taken in every c lass: 

Step 1: (A reminder) A reminder of the school/ class right and the consequential 
responsibility/ rule or value is given to the child. 

Step 2: (Time to move) Second reminder: Child will work in another area of the room. 
Redirection of the rights and responsibilities. 

Step 3: (Time out in another room) Removal from the classroom to a designated classroom within 
the grade level for 15 minutes. The class teacher to notify the 
designated class teacher (via phone or other method). Student 
is to go to other room to think about their choices and how 
they can re-enter the room after the 15 minutes.  
A logical consequence will be discussed with the student as 
apart of student’s re-entry and restorative conversation with 
the classroom teacher. 

Step 4: (Time to leave) Where the behaviour further escalates, the child is withdrawn 
to a Principal Class Officer for up to the remainder of the 
session.  
The class teacher will record on COMPASS. 

Step 5: If needed a Behaviour Support Plan will be developed in 
consultation with the Principal Class Officer, teacher, 
parent/carer, child, and Student Support Officer.  
This plan will include positive supports to maintain 
engagement. 

Step 6: Spend the next day in another room and another year level. 

Step 7:  In-school Suspension. 

Step 8: Out of school Suspension with a re-entry plan. 

 

Unsafe and violent behaviour in classrooms will result in immediate removal from the classroom.  The class 

teacher will contact a Principal Class Officer. Principal Class Officer or delegate will collect the child. Incident to 

be recorded on Compass. 

Playground offenses such as a transgression of playground 

expectations. 

Logical consequences are an essential part of children developing Responsibility for their behaviour outside in 

the playground. An incident may occur and there needs to be a stepped or staged list of known consequences 

that children can acknowledge and adhere too. 

Consequences will be related, reasonable and follow a ‘staged response’:  

Step 1: A reminder of the school’s outside playing expectation and 
responsibilities. 

Step 2: A second reminder: walk with the teacher on Yard Duty which 
is timeout in the yard.   
The student can be withdrawn from play and asked to sit out 
for a period of time. 

Step 3: Alternative recess/ lunchtime play activities or space.   



 

Kid’s Club for the first part of the break then walk with the 
teacher on yard duty for period of time. 

Step 4: Alternative recess/lunchtime inside with Principal Class Officer.  
Student to receive play at a different time of the day. 

Step 5: In-school suspension. 

Step 6: Out of school suspension and re-entry plan. 

 

Unsafe and violent behaviour in the school yard will result in immediate exclusion from the playground.  

Children will come to the General Office to discuss the matter with a Principal Class Officer or delegate. 

Contact with parents will be made and incident recorded on Compass. 

Ongoing Repetitive Behaviour Classroom and or Playground 

Consequences for children will be considered individually and may involve: 

● Parents/careers being contacted, and a meeting arranged to discuss these behaviours 

● Development of a Behaviour Support Plan 

● Counselling and other support 

● Withdrawal/ exclusion from classroom /yard 

● Loss of Free Activity Time (FAT) 

● Other procedures as deemed necessary  

 

Children whose behaviour needs higher consequences will miss out on extra curricula activities as these are 

seen as a privilege.  The loss of FAT will also be seen as strategy for managing student behaviour as this is seen 

as a privilege. 

 

  



 

Suspension 

Formal Suspensions are a serious disciplinary measure and are best reserved for incidents when other 

measures have not produced a satisfactory outcome. The Suspension process for particular situation is 

followed consistent with Department policy: https://www2.education.vic.gov.au/pal/suspensions/policy 

 

In-school Suspension 
An in-school suspension is applied to children when their behaviour has not improved after a number of other 

consequences have been put in place or for serious misconduct.  Only the Principal can suspend a student. This 

action will be considered in consultation with others directly affected.  

 

Out of School Suspension 
Suspension is a serious disciplinary measure and only used as a last resort when all other measures, consistent 

with the staged response have been used. Only the Principal can suspend a student.  The maximum 

continuous period a child can be suspended at any one time is five (5) school days. A child cannot be 

suspended for more than 15 school days in any one school year without the approval from the Regional 

Director. There are documented procedures that the Principal must adhere to for a formal suspension.  

Expulsion 

This is the most extreme consequence and only the Principal has the authority to expel a child. Expulsion will 

only be considered after all other forms of behaviour management have been exhausted. If a child reaches 15 

days of suspension, an expulsion is not an automatic consequence.   

 

Again, there are prescribed procedures that must be adhered to for an expulsion process to be successful.  

This includes the Principal seeking an alternative location for the child in question and the DET Student 

Support Services are involved to ensure a successful transfer.  Once a child has been expelled from a school 

they cannot return. The Department policy on expulsion can be found at 

https://www2.education.vic.gov.au/pal/expulsions/policy 

 

 

  

https://www2.education.vic.gov.au/pal/suspensions/policy
https://www2.education.vic.gov.au/pal/expulsions/policy


 

Responding to Incidents 

Government schools are required to report any incidents that occur onsite.  These can be of damage, violence, 

or personal harm. The Emergency management requirement require the logging of an EduSafe / IRIS Alert.  

 

The Security and Emergency Management section of the Department monitors all incidents through the 

raising of an IRIS.  This is a record of the incident provided by the school.  It is essential to raise an IRIS for any 

incident that requires any of the following: the restraint of a child, the threatening of a student or staff 

member by an adult, calling of an ambulance for an incident or incidents deemed worthy by the Principal.  

When the IRIS is raised the Incident Report sheet is an invaluable document as it enables accurate detailing. 

The IRIS puts into motion a range of various supports and interventions.  

 

Incident Support and Operations Centre (ISOC) on 1800 126 126 to report 'High' or 'Extreme' severity 

incidents for support. 

 

Further information from DET can be found here: 

https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-

emergencies/policy 

 

Emergency 000 for Ambulance, Fire Brigade and Police. 

 
  

tel:1800126126
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy


 

Appendices 

Moonee Ponds West Primary School – Instructional Model 

Purpose 

Moonee Ponds West Primary School has developed an Instructional Model to ensure a consistent approach to 
teaching is implemented across the school which relates directly to the six phases of learning (see Diagram 1). 
This Instructional Model is based on the following beliefs that learning at Moonee Ponds West Primary School 
should involve: 

● Students at the centre 

● Differentiation 

● Tasks that are meaningful, authentic, and linked to real life 

● Critical thinking 
● Tasks that are challenging, engaging and involve hands-on experiences 
● Consistency and Structure 

● A safe learning environment built on trust and respect empowers students to share thoughts, ideas, 
beliefs, and opinions.  

● Students being viewed as capable and competent. 
● Learning seen as developmental. 
● Risk taking 

● Collaborative 

● Inclusive 

This Instructional Model reflects staff’s beliefs and values about the good elements/parts of a lesson. 

The different elements are not necessarily sequential but rather fluid and allow for flexibility, dependent on 
lesson content/skills and student need. 

 

 



 

Doodwin, B (2018). Student learning that works: How brain science informs a student learning model. 

Denver, CO: McRel International 

 

Lesson Element What is happening? Learning Phase 

Tuning In  

(5-10mins) 

Questioning-Teacher/student. 

Non-linguistic representation-
Teacher. 

Turning and Talk/Think Pair Share. 

Story? 

Warm-ups. 

Experience. 

Accessing prior knowledge. 

Spark interest. 

Make a connection. 

Focus/Goal (2mins) “I have noticed in ….”, “You have 
been trying…” 

Today we are learning… 

A good reader… A good writer…. A 
good mathematician. 

Our learning goal is… 

Focussing on the new knowledge. 

Providing a clear purpose. 

Explicit Teaching  

(10-15mins) 

Teaching through modelling. 

Whole class focus. 

Small group focus. 

Directly relates to learning 
focus/goal. 

Teaching new skills and content at point 
of need/based on evidence. 

Building on prior knowledge. 

Practise  

(20-40mins) 

Guided practise. 

Independent practise. 

Small group/partner work. 

Roaming/targeted conferencing. 

Peer conferencing. 

Making sense of the learning. 

Rehearsing. 

Applying learning in context. 

Giving and receiving feedback. 

Extend and apply knowledge. 

Share/Reflection  

(10-15mins) 

Guiding questions. 

Shared examples of student work 
related to the goal. 

How does this relate to our 
learning/life? 

Articulate learning in relation to focus. 

Consolidate learning. 

Next steps in learning. 

 

  



 

 

 
  



 

Whole School Rights and Responsibilities Framework 

Purpose 

Moonee Ponds West Primary School’s Rights and Responsibilities Framework ensures a consistent approach 
and a shared understanding of our rights and responsibilities as a school community. This framework is 
underpinned by our belief in developing the whole child. 

As part of developing a positive classroom culture, it is an expectation that teachers and students develop 
classroom rights and responsibilities during term one of each year.  These documents are to be displayed and 
shared with the school community. 

With rights and responsibilities come natural and logical consequences which is underpinned by restorative 
practice. The aim is to empower students to reflect on and modify their behaviour to be part of a happy and 
safe community. 

MPWPS VISION 

 

MPWPS VALUES 

 

MPWPS RIGHTS AND RESPONSIBILITIES 

We have the right to We have the responsibility to 

Learn ● be ready to learn 

Be safe ● be safe and keep others safe 

Feel included 
● be accepting of others 
● celebrate each other’s uniqueness 

Be treated with respect 
● listen to others and have others listen to us 
● care for community members, spaces, and property 

 

  



 

Case Study Referral Process 

 

 

  

   

Teacher/Parent/Carer 

identifies a student who may 

need additional support 

(academic, behaviour, 

social/emotional, physical). 

 

   

Teacher to discuss 

concern with 

Engagement Leader 

from Year Level. 

   

Can the issue be 

resolved within the 

Team? 
   

      YES 

Let relevant 

staff know of 

issue and plan. 

   

            NO 

Teacher advised to 

collect relevant 

evidence to bring to a 

Case Study Meeting. 

 

 

   

Case Study meeting 

organised at a negotiated 

break by Year Level 

Engagement Leader. ** 

 

   

Action Plan 

Developed? 
   

YES 

Formalise Plan 

and save to Compass. 

Alert all relevant staff 

to the plan 

   

            NO 

Refer to outside  

services for further 

advice and support. 

Evidence for referrals attached. 
Case Study Team to include Engagement Leader, PCOs, Year Level Teachers, Specialist representative, ES, and relevant School Allied 
Health Professionals. 



 

Zones of Regulation 

 

Plutchik’s Emotional Floret 

  



 

Catastrophe Scale 

 
  



 

Managing Concerns and Complaints 

Expectations 
The following procedure will be used to assist parents/carers in addressing any concerns within the school 

community. This procedure has been developed in consultation with the school community and endorsed by 

School Council. 

 



 



 

 

  



 

 

Major and Minor Incidents Process 
 

  



 

Suspension Process Flow chart 

 



 

Expulsion Process in Government Schools 

 
 



 

 
 



 

Student Support Group process/Behaviour Review Conference. 

  



 

Responding to Incidents Record Proforma 

 

Incident Report 

Any actions taken in responding to the incident should be included in the below table.  

Date: Time: Action taken: Noted by: 

 

Incident details:  

 

 

Date of incident:  

 

 

Time of incident:  

 

 

Who reported the incident:  

 

 

Incident location:  

 

 

Who was involved in the 

incident? 

 

 

 

Who witnessed the incident?  

 

 

 

Any actions taken in responding to the incident should be included in the below table.  

Date: Time: Action taken: Noted by: 

    

    

    

    

 

 


