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Background Information 
 
 
Our Purpose 

 

To provide an inclusive, stimulating and collaborative learning environment 
that nurtures students to achieve their potential. 
 
 
Our Priorities  
**changes to come to reflect the new business plan*** 

 
Excellence in Teaching and Learning  

Meaningful learning and assessment derived from effective pedagogy leads to 
personal success. 
 
Partnerships 

Positive relationships within the school leads to connections in the wider 
community.  
 
Supportive Environment  

A safe, respectful and motivating environment is pursued. 
 
Behaviour Management Overarching Statement  
 
Behaviour Management is not just the management of student behaviour; it includes 
the whole attitude and ethos of the school.  It encompasses meeting the social, 
emotional, physical and academic needs of students and school community, closely 
aligned to the above priorities.   
 
Staff are currently engaging in sessions developed by KidsMatter to improve 
knowledge and understanding of the mental health of students. The You Can Do It 
program continues to develop student capacity in the five keys of success: Getting 
Along, Persistence, Confidence, Resilience and Organisation. Continued focus on 
promoting a positive school environment through these programs is expected to 
continue improving student attendance and participation at school, as well as a 
positive and respectful culture amongst the whole community.   
 
The staff at Melville Primary School are committed to providing quality educational 
opportunities for all students.  We aim to establish and maintain a safe and engaging 
learning environment that will embrace the knowledge, understandings and values 
outlined in the Australian Curriculum. Our learning environment reflects the values 
and policies of the Department of Education, Western Australia. The Behaviour 
Management Policy (BMP) aims to support staff and students in maintaining a 
positive and respectful environment so all members of the community can work 
together respectfully.  
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 Induction Information 
 

  
Staff 

 School staff will have a copy of the BMP and will be expected to read and 
follow the policy. 

 New staff will run through the policy during their induction meeting. 

 Biennial reviews on the BMP will take place, led by the Wellbeing Committee. 

 Handover of new students will continue to take place at the start of each year. 
Where this is not possible, student files and formal reports will be referred to 
or communicated with the relevant admin member/s. 

 Student Services team* will be consulted for assistance regarding 
management of student behaviour. 

 Relief staff need to be provided with a copy of the Behaviour Management 
Plan pamphlet as required (Appendix A). 

 
Parents 
  

 A brochure will be distributed to all parents outlining the BMP at the start of 
the school year.  This brochure will also be handed to parents as new 
students enrol 

 The BMP will be available on the school website. 

 Changes will be outlined in the Newsletter and/or on the school website. 

 Information on events organised by the Well Being Committee for KidsMatter 
and/or You Can Do It celebrations will be communicated to parents through 
the multiple communication platforms available.  

 
 

Students 
 

 Classroom guidelines will be developed by teachers and students as 
partners. This collaborative approach will help students have ownership of the 
BMP. 

 Behaviour Choices Flowchart will be clearly explained to the children and 
displayed in all classrooms. 

 
 

* Student Services Team 

 This comprises of Principal, Deputy Principals, School Psychologist, School 
Chaplain and Learning Support Coordinators – Students and Educational 
Risk and Gifted and Talented. 

 The main purpose of the Student Services Team is to ensure case 
management of students who have specific needs in the social, emotional 
and academic realms.  

 Please refer to a Student Services Policy for further information on how 
Melville Primary School Responds to Intervention  
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School Rules  
 
The previous Behaviour Management Policy had fifteen Code of Conduct points 
which the school community agreed to follow. These items have been condensed 
into three Melville Primary School Rules. These are: 
 
 
 

1. FOLLOW ADULT INSTRUCTIONS  

 Play in appropriate areas and not leave the school grounds 

 Eat and drink in correct areas  

 Move to classrooms promptly and quietly as soon as the siren sounds 

 Ensure that only appropriate items are brought to school; no toys, 

jewellery, valuables, large sums of money, dangerous items or 

substances and or electronic games 

 Only wear a watch and/or studs/plain sleepers as jewellery if ears are 

pierced. A letter from the parent to Principal explaining reasons for any 

other jewellery will needed – acceptable reasons are: cultural, health and 

religious 

 

2. SHOW RESPECT FOR ONE ANOTHER, PROPERTY AND THE 

ENVIRONMENT  

 Treat people, property and the environment with respect 

 Do NOT engage in any act of bullying (Appendix B) 

 Return play equipment to storage areas 

 Put rubbish in the bins 

 Lock bicycles and scooters to the bicycle racks 

 

3. ACT SAFELY AT ALL TIMES  

 Play safely at all times 

 Walk on the paved areas 

 Walk bicycles and scooters, no skateboards on the school grounds 

between 8.00am and 4pm 

 Wear school uniform and appropriate footwear 

 Wear approved school hat when outdoors 

 Internet usage is only for educational purposes and under the direction of 

staff. Students and parents are required to sign the Melville PS Student 

Online agreement 
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Rights and Responsibilities  
 
 

MEMBERS  RIGHTS  RESPONSIBILITIES  

All students, staff, 

parents and wider 

school community 

 Are safe and supported in a 
friendly school environment  

 Are treated with care and respect  

 

 Establish positive relationships  

 Treat others with care and respect  

 Respect and accept individual 

differences  

 Ensure school environment is kept 

neat and tidy   

Administrators 

 Are supported in developing and 

implementing the school’s BMP to 

prevent misdemeanours and 

effectively manage behaviour   

 Ensure School Board endorses plan 

 Distribute parent brochure to inform 
parents of the school plan  

 Support staff to implement the BMP 

 Provide a link between parents and 

staff and facilitate parent/child/ 

teacher conferencing  

 Ensure consistency in the 

implementation and maintenance of 

behaviour management throughout 

the school   

 Collate behaviour management data 

for regular analysis   

Staff 

 Cooperation and support from 
parents  

 Parents understand to avoid 
unnecessary interruptions after 
850am 

 Access to curriculum resources 
suitable for supporting students in 
building positive relationships, 
resiliency, safety and bullying 
prevention  

 Are informed of the school’s BMP 

and given the opportunity to 

provide input   

 Access to professional learning in 

preventing and effectively 

managing behaviour  

 Inform parents of school plan  

 Enforce school rules  

 Promote and model respectful, 
courteous and honest behaviour   

 Ensure good organisation and 

planning  

 Report on progress of student 

behaviour – positive as well as the 

negative 

 Keep clear records of student 

behaviour, correctional strategies 

and parent meetings 

 Develop individual plans for 

students as necessary   

 

Students 

 Learn in a purposeful and 

supportive environment  

 Work and play in a safe, secure, 

clean and friendly environment  

 Are informed of the school’s BMP   

 Provided with support to manage 

behaviour  

 Follow school rules and ensure their 
behaviour is not disruptive to the 
learning of others   

 Be responsible for their own 

behaviour   

Parents 

 Expect children to be safe and 
provided with a supportive school 
environment and treated with 
respect  

 Be informed of behaviour 
management processes and 
decisions affecting their child’s 
health and safety  

 Be informed of child’s progress 

including behaviour standards 

 Be heard in an appropriate forum 

on matters related to the rights of 

their child   

 Support and encourage children to 

treat others with respect   

 Be aware of school BMP  

 Teach children to be responsible for 
their own behaviour  

 Ensure that the physical and 
emotional condition of their child is 
at optimum for effective learning   

 Ensure their child attends school 

punctually  

 Avoid lengthy chats in the morning – 

make an appointment to discuss 

detailed matters.  
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Roles of Staff 
 
Principal and Deputy Principals 
 

 Discuss Anti-Bullying Policy and praise students for taking a stand against it 

 Provide a link between parents and staff.  

 Contact parents if incidents are severe, ongoing and/or if the school deems it 
necessary. 

 Use Restorative Practice and Shared Concern as strategies 

 Investigate inappropriate playground behaviour   

 Support teachers with student behaviour management 

 Document student misbehaviour and correctional strategies 

 Facilitate teacher/parent/child conferencing 

 Assist with programs for individual children, i.e. IBP (Appendix C) and IEP/GEP  

 Initiate staff P.D. as required to support the whole school Behaviour Management 
Policy  

 Continue to support and model whole school KidsMatter frameworks. 
 
Teachers 
 

 Each teacher to have own copy of Behaviour Management Policy to be included 
in the teacher relief file held in each class 

 Be vigilant and proactive about bullying in the playground 

 Make students aware of the School Rules and of their Rights and Responsibilities 

 Devise a set of class guidelines that encompasses the School Rules 

 Display classroom guidelines in the class 

 Manage student behaviour using a clear non-emotive signalling system 

 Clearly display the Classroom Behaviour Choices flow chart 

 Ensure consistency in the implementation of the school’s policy 

 Promote the whole school positive incentives 

 Investigate inappropriate playground behaviour where appropriate  

 Keep administration staff informed of relevant discussions with parents 

 Regular contact with parents for negative behaviour and improvement  

 Be mobile and attentive on duty 

 Use Value Vouchers as an integral part of the school BMP 

 Report and document all serious incidents of inappropriate behaviour 

 Explicitly teach protective behaviours to students 

 Explicitly teach children about what bullying is and the strategies to use if being 
bullied 

 
Support Staff 
 

 Be vigilant and proactive about bullying in the playground 

 Make students aware of the School Rules and of their Rights and Responsibilities 

 Manage student behaviour using a clear non-emotive signalling system 

 Ensure consistency in the implementation of the school’s policy. 

 Promote the whole school positive incentives 

 Keep administration staff informed of relevant discussions with parents 

 Be mobile and attentive on duty 

 Use Value Vouchers as an integral part of the school BMP 

 Report and document all serious incidents of inappropriate behaviour 
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Creating Classroom Guidelines  
 
A positive class environment provides a secure, positive atmosphere that is 
conducive to all children reaching their full potential. 
 
Creating Classroom Guidelines 
 

 Use a positive approach when planning class guidelines 

 Ensure a discussion on the types of behaviour categorised as bullying is 
conducted and a statement that students and staff do not tolerate bullying is 
included in the class guidelines 

 Compile a list of manageable class guidelines and display in the classroom 

 Ensure class guidelines comply with whole school Behaviour Management policy 

 Keep documentation for future reference 
 
Guidelines should be 

 

 Stated in a positive manner where possible 

 Formulated in conjunction with students in your class 

 Clearly understood by all students 

 Enforced consistently and fairly 

 Made available to parents at parent night 

 Clear for students to understand that by choosing to continue with unacceptable 
behaviour they choose to accept the consequence 

 



 

 9 

Tips for Staff 
 

• Classroom Guidelines, Rights and Responsibilities and Behaviour Flowchart 

Summary should be clearly displayed in the class – each party should be 

made aware of what it means to them and be reminded of this regularly.   

• Set consistent and achievable standards.  

• Promote a positive working environment – i.e. give consideration to student 

seating and classroom arrangements.  

• Prepare each lesson thoroughly. Teachers must:  

- Know what they wish to achieve and communicate this to children 

 

WILF – What I’m looking for 

WALT – We are learning to 

TIB – This is because  

 

- Know their content  

- Have a meaningful introduction and conclusion to lessons  

- Have prepared the necessary resources  

- Be punctual for the commencement of all lessons  

• During the lesson:  

- Give clear instructions  

- Ensure transitions and movement around the class is done in a way to 

minimise disruptions  

- Differentiate curriculum for individual students   

- Carefully consider lesson timing 

- Use motivational techniques  

- Cater for a variety of interest  

- Be flexible and adaptable in approach  

- Use positive reinforcement for appropriate behaviour: 

o verbal encouragement should be the most used 

incentive 

o a variety of positive incentives should be used – change 

incentives regularly to maintain enthusiasm  

o desired behaviour should be rewarded  

• Be alert to disruptive students and be prepared to use the school BMP to 

combat inappropriate behaviour.  

• Be careful when giving public praise as it could cause embarrassment, shame 

or ridicule from others. Private acknowledgement / reprimand is more 

effective than public. 

• Do not publicly reprimand a student, rather withdraw to a quiet area and talk 

to the student one to one explaining what is and what is not acceptable 

behaviour  

• Regulate your emotions and be in control when discussing negative 

behaviour. 

• When moving around the school ensure students are doing so; 

 Quietly, 

 Orderly; and 

 Under supervision 
 

 

The overall aim of these behaviour management practices is to ensure the 

establishment of mutual respect and positive relationships between staff and students.  
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Behaviour Choices Flow Chart  
 

This provides a brief visual representation of Melville Primary School’s Behaviour 
Management Policy 

Reminder of Expectations 
Level 1 

Classrooms will have their own classroom guidelines and systems for encouraging and rewarding 
appropriate behaviour. These will be clearly displayed for all stakeholders to view. Low key responses will 
be the first step used by staff to curb unwanted behaviour. Continued unacceptable behaviour – classroom 
or play ground – will lead to the following consequences being applied. 
Dependent on behaviour, levels can be skipped. 

 

Classroom Playground 

Level 2 – Final Warning 
 
Choice to follow Classroom Guidelines or 
move to next level 
 

Level 2 – Final Warning 
 
Choice to follow School Rules or move to 
next level 
 

Level 3 – Think Time 
 
Classroom “Time-Out” for 3 – 5 minutes 
 
 

Level 3 – Think Time 
 
5 - 10 minute “Walk & Talk”; or 
 
5 - 10 minute “Sit Out”  

Level 4 –  
Consequence 

 
10 – 20 minutes in  
“Reflection Classroom” 
 
Teacher informs parents with Reflection 
Room Form/Letter 

Level 4 –  
Consequence 

 
Student sits session/s in Consequence 
Room during break time 
 
Parents notified via Consequence Room 
Sheet (Appendix D) 

Administration 
Level 5 – Firmer Consequence 

Students will be referred to the Deputy Principal and/or Principal for serious misbehaviour which includes 
but is not limited to, failure to comply with attending the Reflection Classroom. Consequences at this stage 
can include: Consequence Room sessions, Loss of Privilege, Withdrawal, Suspension, Individualised 
Behaviour Plans (IBP). Parents/care givers will be notified - if not earlier - at this stage by phone, email 
and/or letter/slip home. 

ADMIN reserves the right to issue consequences at their discretion.  
ADMIN has the authority to deviate from normal procedures in special circumstances. 
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Positive School Environment 
 
Positive consequences are evident throughout the school in a number of means, 
these include, but are not limited to: 

 Welcoming classrooms rich with engaging curriculum 

 Merit Certificates at Friday Assemblies 

 Values Program – You Can Do It – Value Vouchers 

 Letter of Commendation (printed on blue paper Appendix E) being sent 

home  

 KidsMatter framework is used within the school community 

 Recognition of students’ work by display of work in office, library and in the 
school newsletter, on the website and on social media outlets such as 
Facebook 

 Students encouraged to participate in community projects 

 Representation of school in the wider community at sporting, cultural and 
STEAM events 

 Students sent to Principal or Deputy Principals with good examples of class 
work 

 Participation in extra-curricular activities 

 Recognition of out-of-school achievements e.g. trophies, selections for teams, 
awards of achievement 

 PowerPoint presentation in the reception area of school activities and student 
achievements 

 Buddy Class – younger children working with older children 

 Warm and welcoming school grounds – staff, students and community 
members greeting one another 

 
Individual classrooms develop and display their own plan for reinforcing and rewarding 
student behaviour. These may involve: 

 Class Dojo 

 Raffles tickets 

 Marbles in jar 

 Value vouchers (faction colours) 

 Group points; or 

 Phone calls, emails and letters home  

 Letter of Commendation  
  
Value Vouchers  
 
Value Vouchers are awarded to students for positive 
behaviour - which go towards their faction totals – in 
either the classroom or the playground. The language 
used on the vouchers is from the whole school Social 
and Emotional learning program, You Can Do It.  

 
Students write their name and faction on the voucher 
and then place it in the mailboxes outside S2. These 
are collated by the Justice Ministry and announced at 
each assembly. Four students, one from each faction, 
are drawn and awarded a Canteen Voucher. At the 
end of the term students from the faction with the 
most points receive an icypole each. 
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Low Key Responses  
 
Low Key Responses are key ideas and strategies to address behaviour management 
as identified by Barrie Bennett and Peter Smilanich in their book Classroom 
Management: A Thinking & Caring Approach (Bennett, B. & Smilanich, P, 1994). 
 
Key attributes of low key responses are: 

 Use minimal verbal communication  

 Are not a distraction to the rest of the class 

 Allow the lesson to continue to flow 

 Do not invite escalation  
 
To minimise the chance of negative behaviour becoming problematic, staff may use: 
 

 Winning Over – meeting students at the door, taking a genuine interest in 
their lives, developing positive relationships, using humour, smiling and 
showing enthusiasm.  

 Signals to Begin - explicitly teaching & reinforcing signals for gaining attention 
and procedures for lesson transitions. Practicing and explicitly providing 
feedback to students on their performance. 

 Proximity - varying positions in the class, moving amongst students to ensure 
compliance, especially when seeking their attention prior to issuing 
instructions. 

 Facilitate interesting learning experiences – use instructional learning 
strategies and cooperative strategies. 

 Non-verbal/minimal verbal responses – active scanning, use of proximity, “the 
look”, use of student’s name, dramatic pause, hand gestures, assertive body 
language, planned ignore (of attention-seeking behaviour). 

 Demonstrating respect & polite attitude towards ALL students, particularly 
those misbehaving. 

 Focus on the behaviour, not the student - communicating to the student that 
they are accepted in the classroom, but their negative behaviours are not. 

 
 
 

 
 
 
 
A great resource for staff which explains 
Low Key strategies. 
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Types of Strategies and Consequences 
 

Walk and Talk (Low Level) 

 Students walk with the Duty Teacher during recess or lunchtime breaks. 

 The teacher may discuss incident/behaviour with the student. 

 This can be 5 – 10 minutes. 
Pre-Primary 

 Children receiving this consequence will be placed in the Behaviour 
Tracking Sheet (Appendix F). 

 This will allow teachers to keep a track of students receiving this 
consequence.  

 
Sit Out (Low Level) 

 Students sit out in a location visible by the Duty Teacher during recess or 
lunchtime breaks. 

 The teacher may discuss the incident/behaviour with the student.  

 This can be 5 – 10 minutes  
Pre-Primary 

 Children receiving this consequence will be placed in the Behaviour 
Tracking Sheet 

 This will allow teachers to keep a track of students receiving this 
consequence.  

 
In Class Time-Out (Mid Level) 

 Students are sent to a specific area within the classroom to reflect on their 
behaviour. Depending on the age group, In Class Time-Out may be called 
‘Class Timeout’, ‘The Thinking Chair’ and/or ‘Think Corner’. 

 In Class Time-Out is for 2 – 6 minutes and is ideally a chair away from sight 
of other students, but still within view of the teacher, with a timer provided so 
the student can monitor their time and return to the group with a minimum of 
fuss. 

 In Class Time-Out should be worked on approximately 1 - 2 minutes (K - PP), 
2 - 3 minutes (Year 1 - 3) and 5 –  6 minutes (Year 4 - 6) 

 Modifications will be required for lessons outside the classroom. 

 In Class time-Out, class work is not expected to be done, but rather the 
student is given time to think about their behaviour. A written 
reflection/apology may be suitable, dependent on the situation. 

 Once the student returns either by themselves or after teacher direction, the 
teacher should find an early opportunity to thank the student for working in the 
expected manner. Once the student returns to work the incident is not 
referred to again and low key responses are again used to modify behaviour. 

 If a student refuses to go to Classroom Isolation, continues to misbehave 
whilst in Classroom Isolation, or if the teacher feels the strategy is not being 
used for how it is intended by the student, the student would progress to the 
next level of consequences.  
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Types of Strategies and Consequences 
 

Reflection Room (Mid Level) 

 An organised room in which students attend for time-out after negative 
behaviour has continued within the classroom 

 This room gives them time to sit and reflect on their behaviour (10 minute 
maximum) and/or complete work set by their classroom teacher (25 minute 
maximum) 

 At the start of the year, teachers will organise with their colleagues which 
classroom will be their Reflection Room. These rooms may need to be flexible 
as changes may be required, such as if the class already has someone in 
Time Out, or if the class is doing a lesson for which it is difficult to have 
someone doing Time Out (i.e. sport/cooking). 

 The Reflection Room should ideally be a classroom with children two years 
younger or older. Vast differences can be counterproductive and affect the 
dignity of the child. 

 Reflection Rooms should be different to Buddy Rooms. 

 Students who have been sent to the Reflection Room need to take with them 
a Yellow Slip (Appendix G) indicating what time they arrived, how long they 

are to stay and whether or not they have work to do. If taking work, it needs to 
be able to be completed without the help of the supervising teacher. 

 Teachers should send another student to accompany the student to their 
Reflection Room to ensure their arrival. 

 Students refusing to attend the Reflection Room or misbehaving in said room 
should be referred to Administration.  

 The form needs to be filled in and returned with the student when their time is 
up. Teachers need to retain the returned Yellow Slip, photocopy and send it 
home.  

 The bottom half of the Yellow Slip is to be detached and sent home to inform 
parents of unwanted behaviour and actions taken. Teachers are to monitor 
return of parent slips. Should parents not return the slip within two days, it 
should be scanned and emailed to parents. 

 Part time and specialist teachers may ask class teachers or admin to monitor 
the return. 

 Students receiving three Reflection Room visits in a term, will be excluded 
from representing the school at sporting, cultural and STEAM events. 

 
 

Specialist Classes and Reflection Rooms  
 

 Specialist teachers are expected to send 
students to their Reflection Rooms as required.  

 Specialist teachers can send students to their 
usual Reflection Rooms or to nearby classes 
with whom they have an arrangement to do so 
as required. 

 If the receiving class teacher is unable to 
accommodate the student because they or their 
children are out of class, or they already have a 
student in timeout, then: 

o student should return to their class 
teacher for alternative arrangements to 
be made; and 

o Administration should be notified  

 Specialist teachers are expected to organise 
Reflection Room classes at the commencement 
of each term. 
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Types of Strategies and Consequences 
 

Lunch Time Consequence Room Session (Mid to High Level) 

 Students receiving a Consequence Room session need to have their name 
placed into the Consequence Room Book in the Deputies’ Office.  

 Consequence Room Sessions occur at lunch break from 12.20 – 12.55pm.  

 Students eat outside the Deputies’ Office from 12.20 – 12.35pm. 

 Students attend the Consequence Session from 12.35 – 12.55pm. This is 
completed with the teacher assigned to said duty.  

 The student completes a Consequence Room Sheet which is to be 
photocopied, taken home, signed by a parent and returned within two school 
days. Failure to return sheet will result in follow up call/email to the parent.  

 A student receiving two Consequence Room sessions for negative behaviour 
towards others and/or for media breaches will be excluded from representing 
the school at sporting, cultural and STEAM events. 

 This will be recorded on SIS (Student Information System).  

 Parents will not be called for every incident where students are placed into 
the Lunch Time Consequence Room. 
 

Withdrawal (High Level)  

 A student may be withdrawn from subjects, an activity, sporting and cultural 
event, reward day and/or classes. 

 This is completed in the Administration Building under supervision from the 
Deputy Principals or Principal.  

 Withdrawal is only administered by administration.  

 Teachers are to provide work for students who are being Withdrawn. 

 Alternative arrangements should be made if the administration member 
already has a student on withdrawal or is otherwise unable to supervise 
someone. In these cases, the student can spend all, or part, of their time with 
another member of staff. 

 It is up to the supervising staff member as to whether the student can rejoin 
the other students at break time. If the student is calm, a break with the other 
students may be acceptable. If not, allow them a break before or after the rest 
of the school has theirs. 

 Before a student returns to class after any withdrawal, they must speak to 
their teacher about how they will avoid being in trouble for the same thing in 
future. 

 A student who has had one withdrawal will be excluded from representing the 
school at sporting, cultural and STEAM events.  

 This will be recorded on SIS (Student Information System). 
 

Suspension (High Level) 

 If the Principal (or Deputy Principal when the Principal is unavailable) 
proposes to suspend a child, notification is to be provided to the parents, 
giving an opportunity to respond and request consideration of the proposed 
suspension.  

 Any student who is suspended is to be provided with educational instruction 
(materials only) during the course of the suspension. Teachers will be asked 
to prepare packages of work to be completed at home for students who are 
suspended. 

 On return, the parents are to meet with the Principal or delegate for a return 
to school meeting. 

 A student who has had one suspension will also be excluded from 
representing the school at sporting, cultural and STEAM events.  

 This will be recorded on SIS (Student Information System). 
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Types of Strategies and Consequences 
 
Individual Behaviour Management (High Level) 

 Individual Behaviour Management Plans (IBP) must be documented to make 
clear the issues, the desired outcomes, the strategies and a review of the 
effectiveness of the strategies for students needing support or needing to 
modify their behaviour. 

 IBPs need to be discussed with the Principal or Deputy Principals, school 
psychologist (where necessary) and parents.  

 Parent permission is not required for the school to action an IBP.  

 This will be placed in the student’s file. 

 An example of the template can be seen in Appendix B. 
 
Restorative Justice (RJ) 

 RJ is a powerful approach to discipline, focusing on repairing harm through 
inclusive processes that engage all stakeholders 

 Implemented well, RJ shifts the focus of discipline from punishment to 
learning and from the individual to the community 

 Melville PS staff adopt this approach when investigating concerns 
 
Restraint of Students  

 Physical restraint can be used as part of Melville Primary School’s Behaviour 
Management Policy. At all times, restraint will be a ‘last resort’ strategy.  

 Staff may use physical restraint to: 
o manage or care for a student; or  
o maintain or re-establish order; or  
o prevent or restrain a person from 

 placing at risk the safety of any person; or 
 damaging any property 

 Further information on restraint can be found in the (Appendix H). 

 
Chill Out Time 

 Chill Out Time is to be used before a negative behaviour occurs. This is not a 
consequence but rather a preventive measure for possible negative 
behaviour. 

 Teachers should negotiate where safe areas are for children to attend who 
require Chill Out Time. 

 Examples of when this strategy may be used include when a student; 
o Has been involved in an incident at break time and needs some 

further time to settle down before returning to class 
o Is angry or has been upset in class and is finding it difficult to return to 

work 
o Needs to be removed from a situation to ‘de-escalate’ on an issue. 

 There is no one way to utilize this strategy. It may include: 
o A signal/code or look that the teacher discusses with the student 
o A Chill Out Time card – teacher directed (co-regulation) or student 

driven (self-regulation).  

 Chill Out Time should be for a maximum of 15 minutes.  

 Children should be visible to staff during this time. 
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Types of Strategies and Consequences 
 
 

Red Emergency Disc  

 Each class will have a RED CARD to be used when teachers require the 
immediate assistance of the Principal or Deputy Principals (severe behaviour 
and/or emergency). Examples of this may be: 

o behaviour crisis 
o medical emergency 
o aggressive adult 

 Teachers are advised to educate students as to when to use the card without 
teacher instruction in case the teacher is not able to issue the instruction. This 
may be the case if an aggressive parent is harassing the teacher or if the teacher 
is suffering a medical emergency.  

 In the case of a Red Card being sent to the office, an Administration member will 
immediately attend the incident site to provide assistance. This card must only be 
used in the case of emergency. Assistance of a non-urgent manner may be 
sought using a messenger or a phone call where possible. 

 In the case of administration being unavailable, a neighbouring teacher may be 
required to assist. In some cases this may be a better option than sending for 
administration. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Melville Primary School 
 

Room: ___________________ 
 

ADMIN Assistance  

Required IMMEDIATELY 
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Mobile Phones, iPads and Social Media 
 
 
Mobile Phones 

 
Mobile phones in school are only allowed if the Principal has received notification and 
approved its use. The phone must be turned off and kept in the student’s bag or 
handed to the class teacher at the start of the day 
 
If a student is found to have a phone without a letter of permission, the phone will 
be confiscated and only returned when a letter from the parent is received or a 
meeting with the parents has taken place. 
 

Bring Your Own Device (BYOD) – Year 5 and 6 
 
Year 5 and 6 students are able to BYOD iPads on the condition the BYOD Policy is 
signed and returned to their classroom teacher.  
 
Children have the responsibility to: 
 

 Bring the iPad to school each day fully charged and fully functional.   
 Regularly backup files at home. 
 Secure your iPad in the supplied cabinet when not in use.  
 Do not loan the iPad to anyone else.   
 Take regular breaks when using the iPad for extended periods of time. 
 Use the iPad during instructed times – it is not to be used during breaks or 

before/after school. 
 
Devices which are not being appropriately used will be subject to sanctions. These 
include - but are not be limited to - temporary or permanent withdrawal of the student 
from BYO iPad Connectable Device Program.  This in effect means the iPad privilege 
will be taken away from the student for a period of time determined by the school. 
Should this occur, the iPad will be confiscated and only returned when a letter from 
the parent is received or a meeting with parents has taken place.  

 
Principals are able to suspend students found to be involved in recording, distributing or uploading 
inappropriate images or videos of students, parents or staff on school premise. See section 6.5.1 – 
Suspension for Breach of School Discipline.  
 
 

Social Media and School 
 
Melville Primary School does not condone use of social media sites by students 
under the minimum age requirement. Most well-known social media sites (Facebook, 
Twitter, Snapchat, Instagram, Pinterest, YouTube, WhatsApp for example) require 
children to be 13 years or older in order to have their own account.  
 
Any social media incidents which bring our school community into disrepute will be 
investigated by Principal/Deputy Principal. Depending on the severity of the incident, 
parents will be advised and sanctions may be applied.  
  
Refer to Appendix I for an infographic on the age limits for children on social media. 
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Students with Special Needs and Behaviour  
 

 Staff are notified of students with special needs through varied 
communication means: Wednesday Morning Meetings, Staff Meetings, Email 
and through Collegiate Discussions. 

 These students could be children who are: 
o funded through Disability Resourcing and/or are a risk in the 

playground, socially, emotionally and behaviourally 
o Students have Individual Education Plans (IEP) and/or Individual 

Behaviour Plans (IBP) addressing expected playground behaviours 
and social expectations. 

o Have continued Case Management by a member of the Student 
Services Team. 

 Where required, Education Assistants shadow students to observe 

behaviours and help with planning. 

 Strategies to address playground behaviours for those students who may 

escalate quickly are shared with all staff; including, restorative justice 

practices and best behaviour management processes for dealing with 

unwanted behaviour. 

 

Other Key Information: 

 

Staff are involved with, when necessary: 

 Hand-over of the student’s current Individual Education Plan or Individual 
Behaviour Plan from the previous teacher. This includes behaviours to expect 
and actions that are effective 

 School of Special Educational Needs and Disability (SSEND) 

 Liaison with Melville Primary School’s Learning Support Coordinators 

 Relevant Training and Professional Learning 

 Case conferences including all interested parties 

 Creating IEP and IBP. 

 A Communication Book to have open lines of communication between school 
and home  

 Ongoing communication between the current and previous teacher 

 Establishing year to year transition, including Primary to Secondary 
movement in conjunction with the Deputy Principal/Principal and/or LSC. 

 
Identification of Students with Special Needs 

 

 Students with special needs are identified in the playground by a ribbon on 
their hat. This is colour coded by: 
BLUE – ASD 
ORANGE – Anaphylactic  
RED – medical/medic alert 

 This will be discussed with parents at the beginning of the school year. It 
serves as an extra layer of assistance for our students with special needs.  

 Parents are responsible for organising ribbon or material attached to the hat. 

 Student About Me (Appendix J) document to be filled in and placed into; 

a. Duty Bags 
b. Relief Folders; and 
c. Displayed in the staffroom and staff prep-rooms 
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Good Standing at Melville Primary School 
 

Rationale 
 

 Good Standing is implemented as part of the directive of the Director General 
(dated 3/12/18). 

 Good standing refers to a student’s status within a school determined by their 
conduct and behaviour at school and when representing the school. 

 All students at Melville PS commence with and retain good standing while 
exhibiting behaviours that align with the school’s values and beliefs as articulated 
in this behaviour management plan.  

 Melville PS has the following principles embedded as part of the Behaviour 
Management Policy: 

o Positive interpersonal relationships are a major influence on behaviour. 
o A culture of care supports all individuals in the school community. 
o Cultural receptiveness and responsiveness is key to creating learning 

communities to mutual respect and inclusion. 
o A restorative approach leads to individuals taking responsibility for their 

behaviour. 
 
Loss of good standing 
 

 Loss of good standing occurs after a suspension or series of behaviours that are 
not aligned with MPS student behaviour management plan.  These behaviours 
include, but are not limited to: 
o starting a fight 
o making physical contact with the intention to harm another student or staff 

member 
o videoing a fight in the grounds of the school or off-site where there is 

reasonable nexus between the incident and the school, with the intention of 
publishing on social media. 

 Students who breach the MPS behaviour management plan will have privileges 
removed such as being banned from school social activities or events where they 
are to represent the school. 

 Where possible, this will involve a discussion with the student and/or their 
parent/carer to highlight the issues that led to the loss of good standing. 

 
Re-instate good standing 
 

 Depending on the incident that led to the loss of good standing, MPS will: 
o Run a restorative and educative return to school process to re-establish 

positive behaviour. 
o Organise a re-entry and/or individual behaviour plan focusing on the 

identified areas for improvement. 
o Re-instate a student’s good standing after such period as decided by the 

principal and or delegate. 
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Appendix A 
Behaviour Management Summary Brochure  
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Appendix B 
Anti-Bullying Policy 

 

The school community is committed to ensuring a safe, caring environment which 

promotes positive self-esteem for all. 

 

What is bullying? 

 

Bullying is defined by the Department of Education as; 

“When an individual or group misuses power to target another individual or group to 

Intentionnally threaten or harm them on more than one occasion. This may involve 

verbal, physical, relational and psychological forms of bullying. Teasing or fighting 

between peers is not necessarily bullying.” 

 

 Bullying can be an act of aggression or harassment causing embarrassment, 

pain or discomfort to another. 

 Bullying is varied in form: physical, verbal, non-verbal, gesture, extortion and 

exclusion and cyber. 

 Bullying is an abuse of power. 

 Bullying can be intentional or unintentional. 

 Individuals or groups may be involved. 

 Bullying may be overt and/or covert. 

 

What bullying is not: 

 

Mutual conflict where there is an argument or disagreement between students but 

not an 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 for “retaliation” in a 

one-sided way. 

 

Social rejection or dislike – It is not feasible to think that every student must like 

every other student. Refusing to play with a particular child or, for example, not 

inviting them to a birthday party is not bullying, provided social rejection is not 

directed towards someone specific and involves deliberate and repeated attempts to 

cause distress, exclude or create dislike by others. 

 

Single episode acts of nastiness or meanness, or random acts of aggression 

or intimidation. The difference is that bulling is, by definition, action that happens on 

more than one occasion.  

 

Types of bullying: 

 

CYBER BULLYING 

This involves the use of information and communication technologies such as e-mail, 

text messages, instant messaging and websites, and/or social media to engage in 

the bullying of other individuals or groups. This technology provides an alternative 

means for verbal, relational and psychological forms of bullying. 
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         Appendix B 
Anti-Bullying Policy 
 

PHYSICAL BULLYING 

This includes repetitive low level hitting, kicking, pinching, pushing, tripping, “ganging 

up”, unwanted physical or sexual touching, and damage to personal property. High 

levels of physical assault may be classified as violence. 

 

PSYCHOLOGICAL BULLYING 

This includes repeated stalking, threats or implied threats, unwanted email or text 

messaging, unwanted social media contact, abusive websites, threatening gestures, 

manipulation, emotional blackmail, and threats to an individual’s reputation and 

sense of safety. 

 

RELATIONAL BULLYING 

This usually involves repeatedly ostracising others by leaving them out or convincing 

others to exclude or reject another individual or group from their social connections, 

making up or spreading rumours and sharing or threatening to share others personal 

information. 

 

VERBAL BULLYING 

This involves the repeated use of words to hurt or humiliate another individual or 

group. Verbal bullying includes using put-downs, insulting language, name-calling, 

swearing, nasty notes and homophobic, racist or sexist comments. 

 
The effects of bullying 

 

 We may feel frightened, unsafe, embarrassed, angry or unfairly treated. 

 Our work, sleep and ability to concentrate may suffer. 

 Our relationships may deteriorate. 

 We may feel confused and not know how to deal with the problem. 

 
What we can do to prevent bullying at Melville 

 

We will not allow bullying to go unreported but will speak up, even at risk to 

ourselves. Melville Primary School has the You Can Do It Values programme with 

Getting Along as one of the seven keys of success.  

 

This requires staff to: 

 Be role models in word and action. 

 Be observant of signs of distress or suspected incidents. 

 Make efforts to remove occasions for bullying by active vigilance during duty. 

 Eliminate times where children may be unsupervised. 

 Help the victim and remove sources of distress. 

 Report suspected incidents to the appropriate staff member. 

 Teach assertive options 
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         Appendix B 
Anti-Bullying Policy 
 
This requires students to: 

 Refuse to be involved in bullying. 

 If you are present report the incident to a teacher. 

 If you are bullied, have the courage to speak out. 

 

This requires parents to: 

 Watch for signs of distress. 

 Take an active interest in your child’s social life and acquaintances. 

 Advise your child to report the incident. 

 Allow your child to report and deal with the problem him/herself.  This can lead to 

self-respect by taking the initiative. 

 Inform the school if bullying is suspected even with other children. 

 Keep a written record. 

 Do not encourage your child to retaliate. 

 Communicate to your child when you consider parent involvement is appropriate. 

 Be willing to attend interviews. 

 

What students can do about bullying 

 Ignore it, showing that it doesn’t upset them. 

 Confidently and assertively state that the behaviour is unwarranted and 

unjustified. 

 Talk it over with friends and approach parents to work on strategies. 

 Take the matter to a class discussion where public disapproval may stop it. 

 Report it to a class teacher. 

 Take the matter to the administration.  
 

What will the school do? 

 Through discussion, the facts need to be clearly determined.    

 Inform parents of both the bully and the victim. 

 At times, children labelled as bullies are involved in disagreements where 

unequal power is not an issue.  In such cases, conflict-resolution is 

appropriate and this may take a repeated number of sessions.  

(This may be done with a member of the student services team, e.g. School 

Chaplain). 
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          Appendix B 

Anti-Bullying Policy 
 

 At times, children attract the negative attention of others through an anti-

social attribute. The resolution involves behaviour modification and toleration 

on all sides as part of the resolution. If a clear case of bullying is identified, 

the “no blame approach” promoted in WA schools gives the bully an 

opportunity to modify his/her behaviour.  The aim of The No Blame approach 

is to stop bullying episodes by having the children displaying bullying 

behaviour develop empathy for their victims and voluntarily change their 

behaviour as a result. They are encouraged to do this with the aid of a 

support group facilitated by the teacher. The approach protects the victim 

from further harm by having the teacher speak to the group on their behalf. 

Without apportioning blame, it uses problem-solving to stop the bullying by 

having the group come to understanding the hurt that the victim has 

experienced and seeking from them actions they can take to help the person 

feel better. 

 In some cases, this process involves teaching appropriate behaviours and will 

not happen instantly. 

 The school therefore needs flexibility in dealing with the case so that the most 

effective strategy and procedure may be applied.   These procedures can 

range from individual counselling, behaviour modification programs where the 

correct behaviour is rewarded, meeting with the aggrieved party, meeting with 

parents of both parties as a demonstration of the upset/anger that has been 

caused (with parent permission), in-school suspension and out of school 

suspension.  

 

Advice on Methodology 

 Introduce bullying as a social problem that is evident in the wider community. 

 Timing is important - choose a time to discuss the issue when children are in 

a constructive, non-emotional, non-confrontational frame of mind- when 

bullying is not a burning issue.  Let the class determine how important it is for 

them with your guidance. 

 Don’t propose rules – let them arise spontaneously out of class discussion. 

Rules may take the form of “Why harassment is wrong” followed by some 

belief statements “We believe that ….”. 

 Make the definition of bullying clearly understood 

 Teach about normal friendship issues that arise in life – no relationship is 

smooth sailing, disagreements are normal and kids can be nasty. 

 Teach friendship skills to eliminate misunderstood playground problems 

 Teach internet etiquette 

 

What is the desired outcome? 

 Strengthen the tendency for students to behave in such a way that bullying is 

discouraged and the recipients of bullying are more effectively supported. 

 Avoid a negative outcome by students feeling that they are being accused of 

bullying or blamed for not having intervened. 
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     Appendix B 
Anti-Bullying Policy 
 

Therefore if bullying occurs: 

 Fewer children will join in. 

 Fewer children will show approval. 

 Fewer children will respond to the status of the bully or bullied person. 

 More children will express dislike for what is going on. 

 More students will volunteer information. 

 More children will include those who are bullied in their play activities. 

 More children will make positive suggestions about how peer relations can 

improve. 

 Students will be prepared to take a lead in mediation and conciliation between 

peers. 

 

References and Assistance for Parents: 

Behaviour Tonics      Brad Williams 

Bullying in Schools and What to do About it    Ken Rigby 

Supporting Our Sons in Schools    Reilly and Horton-James 

Bullying – Home, School and Community   Tattum and Herbert 

Bully Busting       Field 

Bullies and Gangs      Johnson 

Bullying in Schools      Rigby and Slee 

Tackling Bullies (video)     Russell 

Boys and Schooling      Lillico 

Friendly Kids, Friendly Classrooms    McGrath 

Philosophy for Children (gathered papers)   Felicity Haynes 

Class Act Theatre – Bully Busters Play    www.classact.com.au 

Harassment – It’s not Cool     Hooper, et al. 

(free from Safety House Aust) 

What Can You do About Bullying?    Coosje Griffiths 

Commonwealth Dept of Family and Children’s Services – Disability Section 

Bullying, Teasing and All that Stuff Helen Davidson and 
Claire Orange 

 
Friends, Fitting in and All that Stuff Helen Davidson and 

Claire Orange 
 
Highway Heros  Helen Davidson and 

Claire Orange 
 
Your Child Bullied? Get it Stopped     Dorothy Lenthall 
 

http://www.classact.com.au/


 

 28 

Appendix C 
Individual Behaviour Plan Template 
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Appendix D 
Consequence Room Sheet  
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         Appendix E 

Letter of Commendation  
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     Appendix F 
Behaviour Tracking Sheet (Pre-Primary) 
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Appendix G 

Reflection Room Letter 
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Appendix H 

Physical Contact with Students 
 
Regulation 38 of the School Education Regulations 2000 states that school staff may, 
under certain conditions, use physical contact with students.  
 
Staff may take action, including physical contact with a student or a student’s 
property, as is reasonable to:  
 

 manage or care for a student; or  

 maintain or re-establish order; or  

 prevent or restrain a person from 
o placing at risk the safety of any person; or 
o damaging any property 

 
Melville Primary School have staff trained in Team Teach, a DoE endorsed behaviour 
management program which encourages and teaches 95% de-escalation, 5% 
restraint. 
 
DUTY OF CARE 
 
Staff have a duty of care to minimise the risk of harm to another.  
 
They must take measures to protect students from harm that may reasonably be 
foreseen. This includes protection from known hazards and harm. Under duty of 
care, staff also have a responsibility to intervene in situations where students may be 
at risk of harm.  
 
This does not mean putting themselves in a situation where they are at risk; only that 
duty of care requires prompt and appropriate action.  
 
This prompt and appropriate action may at times involve physical contact. 
 
REASONABLENESS 
 
Any physical intervention or contact must be reasonable considering the context of 
the situation. Any physical contact or degree of force deemed unreasonable may 
actually be considered unlawful.  
 
PLANNED INTERVENTION 

 
Planned intervention is defined as the use of physical intervention as the final step.  
 
This type of intervention is based on the student’s history of behaviour and requires 
prior consultation with parents/guardians. This intervention must be fully documented 
in the student’s behaviour management plan. 
 
GENERAL PRINCIPLES OF PLANNED INTERVENTION 

 

 De-escalation strategies are always preferable to physical contact to maintain 
order or restrain students.  

 There are different levels of intervention and an appropriate level needs to be 
chosen. 

 Restraint should only be used in an emergency.  

 The level of intervention must be in proportion to the circumstances of the 
incident or behaviour or the consequences it is intended to prevent.  
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         Appendix H 
Physical Contact with Students 

 

 Any physical intervention must be the minimum needed to achieve the 
desired result. 

 Physical contact or restraint must not be used to provoke, punish or humiliate 
a student, or inflict pain.  

 
The Principal is responsible for any response and recovery process that may occur 
following an incident. 
 
RISK CONSIDERATIONS 
 
When the use of physical intervention is unavoidable, appropriate steps should be 
taken to minimise the risk to both staff and students.  
 
Consider the risk involved and ask yourself:  
 

“Does the risk of NOT intervening (physically) outweigh the risk of 
intervening?”  

 
Before any form of physical contact is used with a student, staff must consider the:  
 

 age of the student  

 situation in which it is used  

 purpose of the physical contact  

 likely response of the student.  
 
The misuse of physical contact or restraint increases the risk of complaints that may 
be regarded as potential misconduct.  
 
Apply Accountable and Ethical Decision Making to the situation:  
 

 Am I doing the right thing?  

 How would others judge my actions?  

 How could my actions impact on others?  

 Should I discuss this with someone else? 
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         Appendix I 
Infographic –  
Is there an age limit for kids on social media? 

 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Office of the eSafety Commissioner  
 
https://www.esafety.gov.au/education-resources/iparent/staying-safe/social-
networking/is-there-an-age-limit-for-kids-on-social-media  

 
 

https://www.esafety.gov.au/education-resources/iparent/staying-safe/social-networking/is-there-an-age-limit-for-kids-on-social-media
https://www.esafety.gov.au/education-resources/iparent/staying-safe/social-networking/is-there-an-age-limit-for-kids-on-social-media
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Appendix J 
About Me 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 


