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HOLY SPIRIT SCHOOL 
VISION 

 
Holy Spirit School is a welcoming faith community that encourages all to be 

inspired to learn and excited to achieve. 
  

 
 

MISSION 
Holy Spirit School is a 
 
Welcoming… 
 
We aspire to be a welcoming community that is founded upon fairness, safety and respect 
 
We will 
be inclusive and nurture a sense of belonging 
cultivate environments that are calm and orderly 
create partnerships built on trust between students, staff and parents 
 
Faith Community… 
 
We aspire to foster an awareness of God, Scripture and Church tradition, in our school 
community and in our own lives. 
 
We will 
recognise Catholic tradition. 
appreciate our Catholic identity. 
understand that Jesus is the model of how to live a just and compassionate life. 
promote the importance of prayer and Christian meditation. 
support social justice initiatives, locally and globally. 
 
that encourages all to be... 
Inspired to learn and excited to achieve. 
 
We aspire to provide opportunities to develop skills and attitudes that contribute to a 
successful life. 
 
We will 
establish stimulating, safe and collaborative learning environments 
encourage a spirit of fairness, responsibility, compassion and citizenship. 
deliver learning experiences that are targeted, innovative and engaging. 
develop curious, decisive, confident and critically reflective learners. 
cultivate self-aware and motivated learners by presenting a personalised approach to 
learning. 
have high expectations and challenge all learners to consistently practise and reflect, in order 
that they improve and succeed. 
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PASTORAL CARE DOCUMENT 

Pastoral Care permeates the total climate of relationships within the Catholic school. It has the 
individual as its focus and reflects the support, the encouragement, and the tender care shown 
and experienced in the ethos of Gospel based communities. 

The spirit of pastoral care at Holy Spirit enriches the lives of all those involved in the community. 
This policy documents our commitment to pastoral care and our efforts to promote its life-giving 
focus.  

Pastoral Care draws its dimensions from the life of Jesus Christ. In the light of His example and 
teachings, we endeavour to allow the children to grow, develop moral sensitivity, to be affirmed 
in their dignity and worth as persons and to develop skills in building personal relationships. 
Furthermore, Pastoral Care allows children to experience a sense of belonging and security 
where all members can contribute to one another’s growth. 

 

“All  Members May Be Concerned For One Another…” 

(Cor inthians  12:  25-27)  

 

1 PASTORAL CARE: THE CHRISTIAN VISION 

“I have come that you may have life, and have it to the full.” 

(John 10:10) 

Gospel values which inspire this policy: 

LOVE 

CARE 

RESPECT 

DIGNITY 

COMPASSION 

FORGIVENESS 

COMMUNITY 

JUSTICE 
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RATIONALE 

At Holy Spirit our Pastoral care Policy guides us in implementing ways of presenting and living 
the Gospel values. It defines the formal support structures, which reflect our concept of Pastoral 
Care in relation to the children, the parents and the staff. 

As Pastoral care is primarily about relationships: we focus on creating good relationships within 
the school community through both the formal and informal interaction that takes place and 
upon developing the pastoral activities that occur. Our policy informs members of the school 
community of their roles in this area and takes into account the available time, resources and 
personnel. 

Through the aims and applications of this document, we present a unified approach to promoting 
the pastoral care ethos of our school. 

2 IMPLICATIONS FOR IMPLEMENTATION 

This Pastoral Care Policy involves all community groups within our school: 

Students 

Clergy 

Administrators 

Teachers 

Parents/families 

It will pervade all facets of school life: 

Faith Development 

Curriculum 

Enrolment Policy 

Counselling 

Discipline 

Administration 

A positive environment is fostered where each individual is: 

Supported 

Respected 

Valued 

Affirmed 

Appreciated 

Treated Justly 
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It aims to support the total needs of the child: 

Emotionally 

Spiritually 

Academically 

Physically 

Socially 

 

3 RIGHTS OF CHILDREN 

§ To feel safe and secure 

§ To be listened to and respected 

§ To have personal property respected 

§ To be treated fairly 

§ To learn and be taught 

§ To have access to adequate facilities and equipment 

RESPONSIBILITIES OF CHILDREN 

§ To treat others and their property with thoughtfulness, care and respect 

§ To be polite and co-operative with teachers, staff, parents and visitors 

§ To act in a responsible manner, showing a good example to others 

§ To observe and obey all school rules 

§ To keep our school clean and tidy and to treat all school equipment with care 

§ To be tolerant of differences in others 

 

4 RIGHTS OF PARENTS 

§ To be the prime educators of their children 

§ To be treated with respect 

§ To have access to staff at convenient and mutually agreed times 

§ To be kept informed of their children’s spiritual, social and educational development 

§ To expect the curriculum offered will help each child to develop their full potential 
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RESPONSIBILITIES OF PARENTS 

§ To recognize and fulfil their role as the prime educators of their children 

§ To support and respect the Catholic values imparted by the school as reinforced in our 
Vision Statement 

§ To encourage good behaviour habits from the children 

§ To be informed and supportive of school policies  

§ To play an active role in school activities, such as working bees, fundraising or excursions. 

§ To observe courtesy in regard to access and dealing with staff  

§ To present children in full, neat school uniform 

 

5 RIGHTS OF STAFF 

§ To teach in an environment which is conducive to learning 

§ To be given the opportunity for professional learning  

§ To have access to relevant information about students 

§ To feel safe and valued, both personally and professionally 

§ To be supported and have access to adequate teacher resources 

§ To be given equal opportunity 

§ To be respected by peers, parents and children 

§ To express opinions openly 

§ To work within a pastorally caring environment  

RESPONSIBILITIES OF STAFF 

§ To maintain a positive learning environment 

§ To offer students a range of experiences and learning strategies 

§ To develop professionally and be familiar with current trends in education 

§ To teach within CECV policies 

§ To report accurately to parents in regard to academic, social and behavioural matters 

§ To support colleagues 

§ To be committed and involved in school community 

§ To fulfil duty of care  

§ To model Gospel values 

§ To be registered with VIT 
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6 SCHOOL PRACTICES 

 

§ The encouragement of self-discipline through expectations and consequences. 

§ Active Faith development nurtured by prayer times, R.E. curriculum, paraliturgies, 
sacramental celebrations and assemblies. 

§ An enrolment policy, which refers to, the special needs of the child and the family. 

§ Class groupings appropriate to the needs of staff and students in consultation with parents. 

§ Opportunities for interaction between parents, staff and children, such as barbeques, 
picnics, R.E. workshops, Sacramental evenings, assemblies, masses, paraliturgies, sports 
days, excursions and school camps. 

§ Equality in relation to gender, culture, ability and needs. 

§ Participation in community services: Mission Fete, choir singing for community groups, 
donations for St. Vincent de Paul, Project Compassion, support of selected fundraising 
events, local environmental projects, such as tree planting. 

§ Buddy System between students in Prep and Year 6 and Year 5 and Year 1. 

§ Seasons Grief and Loss Program. 

§ Class captain leadership roles for students in Year 6.  

§ Whole school involvement in Programs developing habits of the mind through – Getting 
Along, Organisation, Persistence, Confidence and Resilience. 

§ Information sessions and forums for parents run by outside agencies and guest speakers. 

§ Curriculum which promotes personal development, social skills and safety, including units of 
work on Health and Human Development, Swimming program, Fire safety and Civics and 
Citizenship. 

 

7 BEHAVIOUR MANAGEMENT 

 

At Holy Spirit we recognise the importance of a unified and consistent approach to the 
management of children’s behaviour. We believe the whole school community is responsible for 
an effective policy, therefore communication and support between staff, children and parents is 
essential. 

Our principles of behaviour management reinforce our policy of PASTORAL CARE. They address 
the needs of each of the individuals concerned, treating them equally, justly and consistently and 
fostering their emotional, physical, spiritual, academic and social development. 
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THREE GENERAL PRINCIPLES TO MAKE OUR SCHOOL A SAFE AND HAPPY PLACE 

Respect for ourselves and for each other 

Respect for property 

Safety 

 

RATIONALE 

Jesus teaches us… “Love one another as I have loved you” 

Everyone is important in our school and so we behave in a way that shows respect and care for 
others and ourselves. 

Therefore, we will: 

• Show care and respect for others and ourselves at all times. 

• Treat all people as being equally important and special. 

• Stay within school boundaries. 

• Remember that bullying is unacceptable. 

• Always wear full school uniform, wearing hats outdoors during terms 1 and 4. 

• Respect property belonging to others and property belonging to the school. 
 

DISCIPLINE 

Discipline practices aim to develop responsible self-discipline among our students. They also seek 
to promote the wellbeing and good order of the community. We recognize the importance of a 
unified and consistent approach to the management of children’s behaviour. We believe the 
whole school community is responsible for an effective policy, therefore communication and 
support between staff, children and parents is essential. 

POSITIVE REINFORCEMENT 

At Holy Spirit we recognize and encourage the development of self-discipline and constructive 
behaviours. These measures include the use of: 

PRAISE 

CONGRATULATIONS 

STICKERS / STAMPS 

WRITTEN COMMENTS 

TEAM POINTS 

CLASS AWARDS / CERTIFICATES 
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Corporal Punishment is not used as a form of punishment at Holy Spirit School. 

  

8    PLAYGROUND EXPECTATIONS & CONSEQUENCES 

EXPECTIONS: 

• Walk when inside and on paved outdoor areas. 

• Keep the school grounds clean and tidy. 

• Playtime is outside time unless it is a wet weather program. 

• Sit and do activities and games in designated class areas during wet weather program.  

• If outside on wet day’s students must stay on the paths and hard court areas and not play 
on the wet grass or adventure playgrounds. 

• Remove muddy shoes before going inside. 

• Return all sports equipment to its proper place. 

CONSEQUENCES: 

• On the spot verbal reminder of expectations 

• Temporary separation from the group or play area until given permission to return to play 

• Teacher documents behaviour 

• Restorative conversation, time to reflect 

• Walk with teacher for half of break time 

• Report to Leadership member. Communication with parents. 

• Alternate play/program. (Loss of yard privileges) 

• Creation of safety plan/PLP 

• Support from outside agencies 

9 CLASSROOM EXPECTATIONS & CONSEQUENCES 
 

EXPECTIONS: 

These help to foster self-discipline and make expected behaviour clear in advance. 

Class teacher and students decide rules collaboratively. 

They are displayed and expressed positively.  

For example: We wait our turn before speaking. 

: We listen to others. 
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CONSEQUENCES 

If a student chooses not to follow a rule then one or more of the following consequences will 
apply: Teacher will document behaviours. 

• Quick on the spot verbal reminder of expectations. 

• Temporary separation - from the group or area to an alternative place within the 
classroom. 

• Restorative conversation and time to reflect. 

• Removal from classroom to meet with relevant teacher. Missed classroom tasks will 
completed. 

• Communication with parents  

• Alternate program/creation of safety plan/PLP 

• Support from outside agencies 
         

10    BULLYING 

 

Bullying is repeated, unprovoked intimidation of a physical, verbal or psychological nature of 
a less powerful person by a more powerful person or group. The bullying behaviour is intended 
to deliberately hurt, upset, intimidate or threaten the other person. 

If you or someone you know is being bullied please report it to school staff. (Usually the class 
teachers of the child/children involved or contact the Principal). 

 

Bullying intervention strategies 

After an incident has been reported, one or more of the following approaches will be implemented: 

§ Children involved interviewed by class teacher to gain further information. 

§ Group Meeting – No Blame Approach led by class teacher or nominated teacher. Student nominates 
which students she/he would like to have present at the meeting. 

§ Organised playtime activities. Student may need support in socializing with a friendship 
group. 

§ Curriculum initiatives for classes of affected children – Bounce Back Program; Anti-Bullying  

board games; write about “How I have made my new classmates feel welcome and respected  

this year/ Who I need to make feel more welcome and respected” 

§ Staff informed to monitor specific children at playtimes and record incidents in Behaviour Book. 

§ Disciplinary consequences applied to student using bullying behaviours. 

§ Parent Resources on hand to assist in home discussion/strategies. 
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11    REFERENCES/REFLECTION MATERIAL 

 

School Vision Statement 

Pastoral Care of Students in Catholic School – C.E.C.V. 

Religious Education Program – To Know, Worship and Love 

You Can Do It: Program Achieve – Michael E Bernard 

Bounce Back Program – McGrath and Noble  

You Know the Fair Rule – Bill Rogers 

Behaviour Recovery – Bill Rogers 

Friendly Kids, Friendly Classrooms – Helen McGrath 

Same Classroom, Different Kids – Helen McGrath  

Get Real – Drug Education Program Resource 

 

 

12    SUPPORT SERVICES 

 
Catholic Education Office:  
James Goold House, 228 Victoria Pde.  
East Melbourne, Vic. 3002 
Education Officer, Student Wellbeing  03 9267 0283 
 
Centacare Catholic Family Services 
62 McKillop St.     GEELONG      5221 7055 
Email: ccentacac4@bigpond.net.au 
 
Bethany Community Support     
1 Gibb St. GEELONG NORTH     5278 8122 
Email: bfs@bethany.org.au 
 
Kids Help Line     1800 551 800 
Parents Help Line    13 22 89 
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13 ANTI-BULLYING POLICY 

Rationale: 

The school will provide a positive culture where bullying is not accepted, and in so doing, all will 
have the right of respect from others, the right to learn or to teach, and a right to feel safe and 
secure in the school environment.  

Definition: 

Bullying is repeated verbal, physical, social or psychological behaviour that is harmful and 
involves the misuse of power by an individual or group towards one or more persons. 

A student who bullies others may:  

● repeatedly tease, intimidate or make fun of the same targets 

● feel the need to dominate or control others 

● behave aggressively 

● show no compassion or empathy for someone who's experiencing bullying 

● repeatedly exclude or ignore the same target 

● whisper behind their backs on a frequent basis 

● is consistent, deliberate, repetitive and unprovoked 

Cyberbullying refers to bullying that is carried out through information and communication 
technologies. (National Safe Schools Framework Resource Manual ) 

Behaviours that do not constitute bullying include: 

● mutual arguments and disagreements (where there is no power imbalance) 

● not liking someone or a single act of social rejection 

● one-off acts of meanness or spite 

● isolated incidents of aggression, intimidation or violence. 

However, these conflicts still need to be addressed and resolved. 

Objectives: 

● To reinforce within the school community that no form of bullying is acceptable.  

● To encourage everyone within the school community to be alert to signs and evidence of 
bullying and to have a responsibility to report it to staff, whether as an observer or victim.  

● To highlight resources and places the school community can go for help around issues 
related to bullying including the Bullying No Way website 
(http://www.bullyingnoway.gov.au/index.html) and the Safe Schools Hub 
(http://www.safeschoolshub.edu.au) 

● To ensure that all reported incidents of bullying are followed up and that support is given to 
both victim and perpetrator. 
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● To prepare children to become helpful bystanders through directly intervening or getting 
help. 

●      To manage incidents in a consistent and positive manner ensuring that the dignity and 
rights of all concerned are maintained. 

Implementation: 

● All members of the school community will be made aware of the school’s position and 
policy via the school website. 

● School staff working as a team has an important and responsible role in implementing 
the policy. 

● Students and parents must have a responsible role in supporting the policy. 

● Audit the occurrence of bullying and harassment within the school identifying where, 
when, and in what way it is happening. Continue to monitor this. 

A. Primary Prevention: 

● Professional development for staff relating to bullying behaviours, harassment and the 
strategies that counter-act them. 

● Sharing of information including through the newsletter, school website and positive 
behavior board to raise school community awareness to bullying behaviours, its 
characteristics and the school’s policy and response. 

● Social and Emotional Learning programs/opportunities for students, staff and parents 
that promote resilience, life and social skills, assertiveness, conflict resolution and 
problem solving.  

● At the start of the school year and at appropriate times throughout the year each 
classroom teacher will take the time to clarify with their class our school Vision and 
Mission Statements, school rules, School wide Positive Behaviour Matrix and policies on 
anti-bullying and behavior management. 

● Strategies for dealing with bullying incidents involve the ‘Restorative Practice’ model, 
positive choices and the schools behavioural flowchart. 

● The philosophy of being fair, safe and respectful is to be promoted by all members of the 
school community. 

● Student to be educated about what constitutes bullying, what bullying looks like and be 
outlets to identify if they see bullying occur.  

● Students to be supervised at recess and lunch breaks and children are to be encouraged 
to play appropriate activities. Quieter more passive areas are to be available for the 
children to access at recess and lunch times. 

● Students, parents and teachers to sign acceptable user agreements for internet and 
email use at school. 

● Teachers discuss with children the different ways bystanders can make a difference, and 
ensure they know that adults will support them, if and when they step forward. 
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B. Early Intervention:  

● Children to be taught how to deal appropriately with bullying incidents and inappropriate 
behavior through circle time, explicit teaching, Bravehearts program. 

● Promote children to talk about and report bullying incidents to the classroom teacher 
and to their parents and inappropriate behaviours involving themselves or others. 

● Classroom teachers are to remind students about the importance of reporting incidents 
that they need help with, and that talking about incidents is not dobbing. 

● Social Monitoring on yard duty by school staff and incidents recorded in yard duty folder. 
This data is collated and re-occurring trends analysed. 

● Parents are encouraged to contact the classroom teacher if they become aware of a 
problem especially if it fits the definition of bullying or if there are incidents of 
inappropriate behaviour involving their children. 

● Recognition for positive behaviour and resolution of problems. 

● School programs initiated to allow for the development cyber safety and the use of 
Information Communication Technologies. 

14 C.        INTERVENTION: 

● Serious incidents or allegations of bullying behaviours are to be reported to the Principal 

● Serious incidents or allegations of bullying behaviours are to be fully investigated and 
documented.  

● Yard folder incidents are regularly collated and brought to the attention of staff. Repeat 
offenders/victims identified and their needs addressed.                                                                                                                                                                                                                                  

● Suggestions, and if appropriate referrals, regarding available counselling and support be 
offered. 

● If bullying behaviours or inappropriate behaviours are ongoing, parents will be contacted 
and agreed consequences or support implemented.  

● Children given strategies for responding effectively when an incident occurs for examples 
confidential ‘witness boxes’ provided for children to post about incidents of bullying that 
they would like help with. 

 

15 D.  POST VIOLATION: 

● After discussion with parents consequences may involve: -    

○ exclusion from class or class activities. 

○ exclusion from yard during recess or lunch times. 

○ On-going counselling from appropriate agency. 

○ withdrawal of privileges. 

○ school suspension. 

○ negotiated transfer 
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● Ongoing monitoring of behaviour and support. 

● Rewards for positive behaviour. 

 

SERIOUS OFFENCES: 

In the rare, but still possible, scenario of a serious offence occurring the following CEO guidelines 
will be implemented. 

The students’ parents are contacted where they will be expected to attend a Discipline and 
Welfare Conference Group (DWCG) meeting where the nature of the child’s enrolment at Holy 
Spirit is discussed. Arrangements could include: - 

-     reporting to a designated teacher at specified times to discuss the student’s progress 
in modifying unacceptable behaviour. 

-     school/community service. 

-     reparation 

-     exclusion from activities. 

-     withdrawal of privileges 

-     formulation of an individual student contract. 

-     referral to outside agencies 

-     in-school suspension, where the student is withdrawn from the class/playground until 
considered able to return. 

-     home suspension (up to a maximum of nine school days/ non-consecutive) 

In drastic circumstances, where all other avenues are proving fruitless: - 

-     part time placement at Holy Spirit 

-     negotiated transfer 

-     expulsion, according to CEO procedures 

 

 Suggested composition of the DWCG 

·      Parent(s) or guardian(s) of the student; 

·      If requested, a parent advocate; 

·      The principal, or in exceptional circumstances his/her nominee; 

·      Class teacher, or the teacher nominated as having responsibility of the student; 

·      The student wellbeing co-ordinator; 

·      Specialist personnel who may assist (eg; psychologist/ school counsellor) 

·      The student where appropriate 
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Where the meeting is likely to be difficult or contentious it may be advisable to utilise the expertise 
of the CEO Pastoral Care Team either as a mediator or parent advocate. 

 DEFINITION OF A SERIOUS OFFENCE: 

Conforming to the Education Act 1958 (Education Regulations 1988), the Catholic Education 
Commission of Victoria proposes that a serious offence should be defined as activities or 
behaviour of a student which: 

i)            seriously undermines the ethos of the Catholic school; or 

ii)           consistently and deliberately fails to comply with any lawful order of 
a principal or teacher; or 

iii)          is offensive, or dangerous, to the physical or emotional health of any 
staff member or any student; or 

iv)          consistently and deliberately interferes with the educational 
opportunities of other students 

 Some serious offences are by their nature criminal offences. Where this is the case the school is 
obliged to observe certain legal requirements. 
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14    BEHAVIOUR MANAGEMENT POLICY 

 

Rationale:  

Holy Spirit is dedicated to the development of the whole person fostering Christian values and 
promoting the dignity and self worth of each individual in the Parish school community. We have 
a vision to create a school environment that develops a sense of well-being and belonging, 
cooperation, mutual respect and responsible behaviour in partnership with home and the 
community. We recognise the importance of a unified and consistent approach to the 
management of children’s behaviour. 
Jesus teaches us “Love one another as I have loved you”.  
Everyone is important in our school and so we behave in a way that reflects our Positive 
Behaviour Model of being fair, safe, respectful and trying our best. 
 
Definition:  

Behaviour Management is developing self-discipline in the context of community whereby its 
members are continually assessing their needs through their successes and failures, in order to 
find ways of modifying inappropriate behaviour and enhancing positive behaviour. 
 
Objectives: 

● To create a school atmosphere where the Christian values of justice, love and respect are 
upheld by the whole school community. 

● To ensure teachers and children work collaboratively within the expectations of our school 
wide Positive Behaviour Matrix. 

● To help and guide the children towards self-discipline through the implementation of our 
school wide Positive Behaviour Matrix and principles of Restorative Practice. 

● To help and guide each child towards self-discipline in respectful negotiations between 
parents, teachers and other children. 

● To praise and reinforce positive behaviour in individuals as part of developing the whole 
child. 

● To encourage students to behave responsibly and to develop self control and empathy for 
others. 

● To guide children to recognise that their actions have consequences for others as well as 
themselves. 

 

Corporal Punishment: 

Holy Spirit School understands that the use of corporal punishment is explicitly banned. 
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Implementation / Procedures: 

BEHAVIOUR MANAGEMENT MODEL 
TYPES OF BEHAVIOURS INVESTIGATION  WAYS OF RESOLVING 

Low Level behaviours: 

eg. 
● Calling out 
● Arguing with class peers 
● Not completing a 

required task 
● Showing off and 

attention seeking 
● Making noises 
● Unsafe yard behaviour 
● Interrupting games 
● One off use of 

inappropriate language  

● Defining and 
recognising the 
problem. 

● Name the behaviour 
and the school rule 
that was broken. 

● Identify motivation for 
behaviour. 

1. Reinforce the acceptable, 
desired behaviours as stated 
on the matrix. 

2. Students adjust their 
behaviour. 

3. Teacher monitors and 
redirects the student’s 
behaviour until it changes. 

4. Teacher gives a 
relevant/logical consequence 
for the student behaviour. 

5. Allow the student reflection 
time or a chance to talk with 
teacher. 

6. If behaviour still persists 
make contact with parent or 
see steps below. 

Persistent Behaviours: 
eg. 
● Verbal abuse or 

swearing with 
aggression at someone 

● Disrespectful muttering 
● Repeated non-

compliance/ defiance 
● Refusing to follow 

instructions 
● Answering back 
● Damage to 

child/classroom 
belongings 

● Identify motivation for 
behaviour. 

● Name the behavior and 
the school rule that 
was broken. 

● Refer issue/incident to 
child’s classroom 
teacher who will then 
consult with member 
of leadership team of 
the year level of the 
child.  

 

1. Allow the student calm down 
time or reflection time. (If 
outside send child in to first 
aid-think card) 

2. Reinforce the acceptable, 
desired behaviours. 

3. Teacher implements a 
relevant logical consequence 
for the student behaviour. 

4. Loss of privilege and contact 
parent (written or verbal.) 

5. Student completes a Think 
Sheet after teacher 
consulting with a member of 
leadership team AND contact 
parents / parent meeting 
(record in parent book in the 
office) 

6. Negotiate behavior 
contracts. (Student/teacher) 
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7. Enlist help from outside 
agencies. 

8. Devise additional support 
programs. 

Serious/ Ongoing 
Persistent Behaviours: 
Eg. 
● Repeated, ongoing non-

compliance/ defiance 
● Verbal / physical abuse 

of teacher 
● Verbal / physical abuse 

of a student 
● Deliberate damage to 

property  
 

● Compilation of the 
student’s behaviour 
history-check yard 
duty folder records. 

● Principal meets with 
relevant staff and 
parents. 

After the steps above have 
been implemented and 
behavior persists follow the 
steps below: 
1. Organise a parent meeting 

with classroom teacher, 
leadership staff and/or 
Principal. 

2. Develop Individual Behavior 
management plan for child. 

3. Exclusion from imminent 
special events/withdrawal of 
privilege/positions of 
responsibilities (In 
negotiation with 
Principal/parent) 

4. Enlist help of outside 
agencies. 

5. Suspension 
 
NB: For anything physical see 
steps below: 
1. Consult with 
Principal/Deputy Principal. 
● Child’s parents may be called 

and requested to pick child 
up from school. 

● Child may be removed from 
classroom activities or play in 
the yard. 

● A meeting may be set up with 
parents. 

 
 

RESTORATIVE PRACTICE MODEL 

Restorative Practice is a whole school approach to promoting resilience and aims to contribute 
to the building of positive relationships in the school communities. It is focused on helping young 
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people become aware of the impact of their behaviour on others through personal accountability 
and learning from a conflict situation. An important component of restorative practice is the 
focus on restoring relationships after harm has been done.  

Individual conference script: 

● What happened….? 

● How did you act…? 

● Who do you think was affected? How? 

● What needs to happen to make things right? 

● What will you do differently next time? 

 

CEM – Guidelines for Behaviour Support 

Guidelines for the use of Restraint and Seclusion in Schools 

 

All teachers and schools owe students a duty of care, and are required to take reasonable care 
to ensure student safety and their protection from reasonably foreseeable injuries. Moreover, it 
is recognised that staff in all schools are also owed a duty of care. The employer is required to 
provide and maintain, so far as reasonably practicable, a working environment that is safe and 
without risk. To this end, the CECV (2014) published guidelines for principals titled Safe and 
Sound Practice Guidelines (Occupational Violence). The Guidelines provide principals with advice 
on how best to manage potential or actual occupational violence within their schools and address 
matters such as preventative practices, intervention practices (along with appropriate incident 
responses) and post-incident responsibilities. 
  

Students Exhibiting Complex and Challenging Behaviour 

 Effective support for students exhibiting complex and challenging behaviour requires a holistic 
response, involving school and community teams, the student and his/her family. This is best 
established by: 

• the development and implementation of a student safety plan 

• appropriate and targeted interventions, encompassing identification of learning and/ or 
behaviour needs, assessment, analysis and interpretation, learning and teaching strategies 
and ongoing evaluation 

• specialised support to inform planning as required. 

The use of restraint and seclusion does not form part of a student safety plan and should not be 
identified as an appropriate intervention. It is to be applied only in cases of emergency, and be 
considered a temporary measure. 
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Where a student is known to exhibit complex/ challenging behaviour, a risk assessment should 
also be undertaken. A risk assessment requires schools to identify the risks posed by the student 
(to themselves and others, and, in particular situations, to consider various risk mitigation 
strategies. 

It is to be noted that these guidelines apply not only to students who have previously been 
identified as exhibiting complex/challenging behaviour, but also to students who have a ‘one-off 
episode’ of complex and challenging behaviour. 

Definitions 

 • Duty of Care. Every teacher and school authority owes students in their care a duty to take 
reasonable measures to protect students from risks of harm that are reasonably foreseeable. 

• Restraint. The use of physical force to prevent, restrict or subdue movement of that person’s 
body or part of their body, for the primary purpose of behavioural control. 

• Seclusion. This involves solitary confinement of a person in a room or area from which their 
exit is prevented. This includes situations where the person believes he/she cannot or should 
not leave an area without permission. 

• Restrictive Intervention. A restrictive intervention is any intervention which effectively 
restricts a person’s freedom of movement. 

• Least Restrictive Intervention. A practice that: 

a) is not more restrictive or intrusive than necessary to prevent the person from inflicting harm 
on themselves or others; and 

b) is applied no longer than necessary to prevent harm or danger. 

In every circumstance where restraint and seclusion is applied, the least restrictive form of 
intervention should be used, for the least amount of time necessary. 

• Emergency. A sudden state of danger requiring immediate action to prevent or manage a 
serious and imminent risk of harm to the person or to another person or people. 

• Time out. A procedure in which the person is separated temporarily from a rewarding 
environment as part of a planned and therapeutic program to modify behaviour. 

  

Restrictive Interventions 

Time Out versus Seclusion 

Time out and seclusion are different practices, and are used in different situations. 

Time out is a practice used in schools to support students who require a break from a stressful 
or demanding situation, often when their behaviour is escalating. Time out is a planned 
intervention, to be used as part of an overall approach to supporting a student exhibiting 
complex behaviour. The use of time out should form part of a student’s behaviour management 
and/or de-escalation plan. It is used to assist students to settle and return to a state of calm, so 
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they are more actively able to participate academically and socially. The use of time out can be 
either teacher-directed or self-directed and takes place in a setting that is not locked. 

Seclusion is a much more strongly directed approach, where students are placed in involuntary 
solitary confinement from which they cannot exit (either practically or in their perception). As 
with restraint, seclusion should only occur as an emergency response, and only applied when all 
other less restrictive intervention has been attempted. If a student is placed in a separate room, 
supervision must be maintained to ensure the school meets its duty-of-care obligations. 

Schools must ensure their practices reflect time out in the context of a therapeutic educational 
strategy and not as a form of seclusion. As part of a carefully formulated Support Plan, schools 
may seek advice in the development or refinement of a Student Support Safety Plan in light of a 
serious incident. 

  

Protective Physical Interventions, Restraint and Seclusion 

It should be noted that teachers in Catholic schools have a duty of care and responsibility to all 
students and that any physical action should consider maximum respect for the student’s 
autonomy and their individual rights. In this light, it is the responsibility of all educators to 
consider all actions possible to reduce and eliminate restrictive practices. 

Every child has the right to feel safe and strategies to prevent crises including providing access 
to quiet space, providing students with opportunities to move from a stressful environment to a 
‘safe space,’ and communication aids to improve receptive and expressive communication with 
others. In rare circumstances, it may be necessary for a teacher to take an evasive action to 
prevent harm to themselves or a child. This can be to redirect a child that is engaging in self harm 
(e.g. biting themselves) or to block a student attempting to hit out or to break away from a 
student’s grip. The key purpose is to provide an opportunity to move away from harm. It must 
be noted that any physical intervention must be the least invasive way of protecting those 
involved. If there is a less invasive way of protecting those involved (e.g. exit the area), then that 
approach should be used. Every occurrence must be documented and the parents notified on 
the day. These actions are defined as Protective Physical Interventions, and generally consist of 
an action that is applied with the sole view of providing the opportunity for staff or students to 
move to a safer area for protection. 

The students’ actions may have been blocked but he/ she will remain free to move away. Any 
decision will need to consider the right to protect oneself from harm and the obligations under 
the Human Rights Charter to protect the rights, freedoms and inherent dignity of people. Further 
information can be located in the Legal Obligations section of the DET Schools Policy and Advice 
Guide (Victorian Department of Education and Training 2014b). Where a Protective Physical 
Intervention is used in Catholic schools, the incident must be documented through the 
management process outlined on page 11 of this guide should be followed. This will include 
reporting the incident to the principal, the regional principal consultant and completing the 
School/Injury Report form. 
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Restraint 

Any further restrictive practice should be carefully considered, with physical restraint only used 
in the very rare circumstances and only for the period immediately required to protect the safety 
of the student or any other person. In making a decision that any form of restraint is required, 
staff should be fully aware that their actions may directly increase the risk of injury and trauma, 
both for the student and for the staff member applying the physical restraint. School staff should 
consider all alternate options including the removal of all other students, placement in another 
classroom, or cessation of activity causing distress. 

In the event restraint is applied, the least restrictive form of restraint must be used for the 
minimum time possible to provide an opportunity to exit the area (i.e. no more 
force/intervention than could reasonably be considered necessary in the specific situation). 

Restraint may only be used: 

• in an emergency where the danger of harm to the student and/or others is imminent; and 

• the restraint is only to prevent the student from inflicting harm on him/herself and/or 
others; and 

• there is no reasonable alternative to avoid the danger. 

All above conditions must be met 

  

Restraint should never be used: 

• to maintain good order or respond to a class/ school disruption 

• as a response to: 

– a student’s refusal to comply 

– verbal threats from a student 

– a student leaving the classroom/school without permission 

– property destruction caused by the student. 

  

Considerations when Applying Restraint 

If a decision is made that the only action available is to apply a restraint, the following factors 
need to be considered: 

• minimum force is applied and to avoid the danger and/or risk of harm 

• the restraint should only be applied for a minimum time and should cease as soon as the 
immediate danger for the student or others is averted (e.g. the minimum time required to 
remove students immediately at risk from the area). 
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With respect to the student, consider: 

• the age, grade and developmental level 

• physical presentation – weight and stature • any disability or impairment 

• mental state 

• medical conditions 

• anticipated response. 

Throughout the incident, staff should continue to engage with the student in a calm and 
measured way. Explain why the restraint is being applied and that it will cease once the student 
is no longer a danger to themselves or others. 

Further detailed information regarding the use of restraint can be accessed from the DET Schools 
Policy and Advisory Guide (Victorian Department of Education and Training 2014e). 

  

Reporting the Use of Restraint and Seclusion 

The CECV Safe and Sound Practice Guidelines (Occupational Violence) (CECV 2014) clearly 
describe the essential steps in reviewing any incident where physical violence is threatened or 
unfolds, or where damage to property has occurred. 

It is essential that all aspects of the school’s management of the emergency or critical incident 
be reviewed (CECV 2014, p. 24). 

The review should include an investigation of: 

• all aspects of the school’s relevant risk assessment and management processes 

• supportive practices that work well for the student/s involved 

• key elements that led to the escalation or challenged the student/s in this event 

• further adjustments or supports that, if implemented, could prevent a repetition of this 
event. 

The student’s safety plan and behaviour support plan should be reviewed in light of this 
information. The risk assessment may also require updating of school policies, processes and 
procedures, with staff and parents notified of the changes. 

The principal should also consider the wellbeing of all staff and students post the incident, and 
the need for any additional support, including access to the Employee Assistance Program (EAP), 
counselling or professional development for staff. 

A report of the incident is required for the school’s accident/incident register. The School 
Injury/Incident Report form is located on the CEVN website https:// cevn.cecv.catholic.edu.au 
under Staffing & IR / School Injury Incident Report Form. This report will also need to be provided 
to the appropriate diocesan personnel. Accurate student records detailing the incident should 
also be placed in the student’s file. 
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Contact should be made by the principal with the parent/carer/guardian as soon as possible 
following any incident. Parental involvement should be a component of any ongoing procedures 
and include attendance at Program Support Group (PSG) meeting to discuss the incident and 
future strategies. 

  

Staff Training 

In all situations, where reasonable and practicable, restraint should only be applied by staff who 
have been trained by a registered provider. Schools seeking to engage a registered provider to 
deliver appropriate training are asked to make contact with Catholic Education Melbourne. 

The DET has issued detailed guidance for government school staff to assist with responding to 
violent and dangerous student behaviours. Titled Guidance for Responding to Violent and 
Dangerous Student Behaviours of Concern (Victorian Department of Education and Training 
2015), the materials include information about legal obligations, resources for training, and fact 
sheets for parents. 

Catholic school principals are strongly encouraged to review their school’s Emergency 
Management Plan in light of these Catholic Education Melbourne guidelines and the material 
available through DET. 

Principals should note that rooms or areas designed specifically for the purposes of seclusion 
or used solely or primarily for the purpose of seclusion are not permitted in Victorian 
government or Catholic schools. Any restraint which covers the student’s mouth or nose, in any 
way restricts breathing, takes the student to the ground into the prone or supine position, 
involves the hyperextension of joints, or application of pressure to the neck, chest or joints must 
not be used. 
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15    POSITIVE BEHAVIOUR SUPORT POLICY 

 

Our School Vision:    

 
 

Our School’s Wellbeing Vision:   
Holy Spirit is a proud culture of community & connection driven by Christs humility. We 
value, love and support students, families and staff to feel safe, purposeful and become 
the best possible version of themselves.  
 

Rationale: 

Holy Spirit is dedicated to the development of the whole person fostering Christian values and 
promoting the dignity and self worth of each individual in the Parish school community. We have a 
vision to create a school environment that develops a sense of well being and belonging, 
cooperation, mutual respect and responsible behaviour in partnership with home and the 
community. We recognise the importance of a unified and consistent approach to the 
management of children’s behaviour.    Jesus teaches us “Love one another as I have loved you”.  
Everyone is important in our school and so we behave in a way that reflects our Positive Behaviour 
Model of being fair, safe, respectful and trying our best. 
 
Whole School Statement: 

• To create a school atmosphere where the Christian values of justice, love and respect are 
upheld by the whole school community. 

• To ensure teachers and children work collaboratively within the expectations of our school 
wide Positive Behaviour Matrix. 

• To help and guide the children towards self-discipline through the implementation of our 
school wide Positive Behaviour Matrix and principles of Restorative Practice. 

• To help and guide each child towards self-discipline in respectful negotiations between 
parents, teachers and other children. 

• To praise and reinforce positive behaviour in individuals as part of developing the whole 
child. 

• To encourage students to behave responsibly and to develop self control and empathy for 
others. 

• To guide children to recognise that their actions have consequences for others as well as 
themselves. 

Contents 

1. Incorporating Positive Psychology at HSS 
2. School Wide Positive Behaviour Support (SWPBS) 
3. Restorative Practise 
4. Classroom Behaviour Management Chart  
5. Playground Behaviour Management Chart  
6. Anti-bullying Policy 
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Incorporating Positive Psychology at Holy Spirit School 
 

“Every interaction is an opportunity to shape culture” 

            Michael Stewart 

 

“It is my personal approach that creates the climate” 

            Dr Haim Ginott 
 
 
 
Three Tired Model 
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Restorative Practice: 
Restorative Practice is a whole school approach to promoting resilience and aims to contribute to 
the building of positive relationships in the school communities. It is focused on helping young 
people become aware of the impact of their behaviour on others through personal accountability 
and learning from a conflict situation. An important component of restorative practice is the focus 
on restoring relationships after harm has been done.  
 
Individual conference script: 

• What happened….? 

• How did you act…? 

• Who do you think was affected? How? 

• What needs to happen to make things right? 

• What will you do differently next time? 

 
 
 
 

School Wide Positive Behaviour Support (SWPBS)  
Matrix:  
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i.  Communication & Incident Tracker Appendix 1  

 
Communication & Incident Tracker 

 
Name:                                                                                                                                          Class: 2018  

 
Summary Statement 

 
Routine: 
 
Antecedent/ Trigger:     
When:       
                                                  
Behaviour:       
The Student:       
                                       
Consequence/outcome:  
And as a result: 
 
 
Therefore, the function of the behaviour is to   get/ avoid:   
                                                                      (Highlight one)   
 
 

 

Date Time Where: Antecedent -When 
what happens?  

Behaviours 
The student……. 

Consequence 
And as a result….. 

Parent 
notified 
Date & 
time 
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ii.    Rights and Responsibilities: Appendix 2 
 

Here are your important rights… 

1. You have a right to be an individual at 
school. 

This means that you should not be treated unfairly 
because you are tall or short, boy or girl, because 
it takes a little longer to get the right answer. 

 

2. You have a right to be respected and treated 
with kindness. 

This means that others should not laugh at you, 
make fun of you or deliberately hurt your feelings. 

 

3. You have a right to express yourself. 

 

This means that you may talk freely about your 
ideas and feelings when it is appropriate and in an 
acceptable manner. 

 

4. You have a right to a safe school. 

This means that your school should try to provide 
safe classrooms, equipment and rules to ensure 
your safety at school. 

 

 

5. You have a right to tell your side of the story, 
remembering the rights of others. 

This means that you may tell your side of the story 
when accused of breaking a rule. 

 

6. You have a right to learn at school. 

This means that you always try your best with all 
your work and take advantage of the 
opportunities provided. 

 

…and responsibilities 

1. You have a responsibility to let others be 
individuals at school. 

This means that you should not treat others 
unfairly because they are tall or short, boys or 
girls, because to takes a little longer to get the 
right answer. 

 

2. You have a responsibility to respect others 
and treat them with kindness. 

This means that you should not laugh at others, 
make fun of them or deliberately hurt their 
feelings. 

 

3. You have the responsibility to let others 
express themselves. 

This means that you should let others talk freely 
about their ideas and feelings when it is 
appropriate and in an acceptable manner. 

 

4. You have a responsibility to try to keep the 
school safe. 

This means you should try to make your 
classroom safe, look after our equipment and 
follow the school rules to ensure everybody’s 
safety at school. 
 

5. You have a responsibility to listen to others 
tell their side of the story. 

This means you should let others tell their side of 
the story when accused of breaking a rule. 
 

6. You have a responsibility to let others learn 
at school. 

This means you shall not distract others learning 
or the teacher from teaching. 

 


