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Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 

 

 
12.1 Parent statement of commitment 

 

As a parent at Casuarina Steiner School, I agree to support the Student Welfare and Discipline Policy.  I 

have read and am aware of the “Parents’ Rights and Responsibilities” document: 

Student Name(s): ……………………………………………………………………………………….. 

Parent/Carer Name: ……………………………………………………………………………………. 

Signed: Parent/Carer: ………………………………………………………………………………….. 

Date: ……………………………………………………………………………………………………… 

 

Signed: Principal: ……………………………………………………………………………………….. 

Date:  / /  
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12.2 Rights and Responsibilities - Parents 

AS A PARENT AT CASUARINA STEINER SCHOOL 

I HAVE THE RIGHT TO: I HAVE THE RESPONSIBILITY TO: 

 Expect my child, once enrolled, to have a 

Steiner Education as described in the 

Casuarina Curriculum document. 

 

 Be supportive of the values at Casuarina 

Steiner School and support this in our home life 

by establishing healthy rhythms, consistent 

boundaries, nutritious food, and age 

appropriate bedtimes. 

 Ensure my child attends school regularly, on 

time and prepared for learning. 

 Feel respected at Casuarina Steiner School 

and know my child (ren) work, play and 

learn in a friendly, safe and helpful school. 

 

 Become familiar with the Casuarina Welfare 

and Discipline Policy; School rules and be 

supportive of their implementation. 

 Encourage and assist my child in following the 

codes of behaviour as outlined in the student 

welfare discipline policy.   

 Comply with the parent behaviour code1 and 

rights and responsibilities.  

 Be informed of my child’s progress and have 

opportunities for respectful collaborative 

meetings with the class teacher. 

 

 Be supportive of teachers and their 

endeavours. 

 Communicate any concerns about my child in 

a timely manner, including known explanations 

for behavioural disruptions as well as any 

positive behavioural progress to the class 

teacher. 

 To attend class meetings. 

 Discuss problems, behaviour modification 

strategies and support for my child[ren] in 

keeping with the Student Welfare and 

Discipline Policy. 

 

 Attend meetings required by the school and 

commit to recommendations given by 

teachers, staff or outside referrals as a support 

to the welfare of my child (ren). 

 Recognise that a partnership between parents, 

teachers and students is necessary to promote 

socially responsible behaviour in keeping with 

the school’s welfare and discipline policy.  

 

 

 

 

 

 

 

 
 

 

                                                 
1  parent Code of Conduct 
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12.3 Casuarina Steiner School Rules 

As a student at  HOW I DEMONSTATE THEM 

Casuarina Steiner school we: I will: 

 

Treat all people with kindness and respect 

 Speak politely to other children, teachers, 

helpers and visitors. 

 Listen when other people are speaking  

 Follow teacher instructions 

 Be kind, friendly and helpful in words, 

thoughts and deeds  

 Leave other people’s property alone  

 

 

Behave sensibly and safely   

 

 Behave sensibly and safely at school, school 

activities, excursions / camps, sporting events 

and when travelling   

 Be in the right place at all times. 

 Play safely and fairly  

 Keep my hands and feet to myself 

 Care for the school property and it’s 

environment  

 

 

Do our best at all times 

 Learn all I can  

 Participate in all curriculum activities 

 Bring the things I need to school and look 

after them  

 Be a co-operative learner 

 Complete class work/ homework and be 

involved in all class and school activities  
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12.4 Orientation/transition Program 
  

Orientation/transition Program 

 WHEN  WHAT  WHO 

 TERM 1  

 

 

 Social Skills Program- 

establishing behaviour 

expectations 

 Class I Transition   

 (Crossing of the bridge) 

 

 K-6 class teachers, Principal.  

 Principal, kinder T’s KG 

Assistants, Class T Class Parents 

Class 4 T Class 4 T Class 4 T 

Class 4 Buddies (singing Cl 2-6) 

 TERM 2   Drug  Education  

 Life Education Van 

(even years) 

 1-6 class teachers, Life Ed 

Teacher  

 

 TERM 3   Child Protection  

 

 

 K-6 class teachers  

 Principal 

 TERM 4 

 

 

 

 

 

 

 Year 6 Transition to High 

School 

 Year 5 leadership 

preparation program 

 Year 4 leadership 

preparation program,  

 Kinder transition 

program,  

 Orientation for Peach 

blossom Parents and 

new E.C. Children  

 

 Year 6 Presentation   

 Year 6 play and farewell 

 School T’s. 

 

 Year 5 teacher.  

 Yr 4 buddies, kinder T’s, Yr 4 T 

 Kinder T’s, Class T’s Parents 

 E.C. Teachers Peach blossom 

E.C. Teachers Assistant, 

Parents. 

 

 All school, staff, parents. 
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12.5 Tracking sheet level 1  

  

Date:   
Teachers have a choice to tally positive or negative behaviour based on application of class 

room rules  

 

N
a
m

e
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12.6 Levels of Behaviour support 

  
Level Student Behaviour Teacher action/Consequences Extra support 

Proactive  Student adheres 

to school rules 

 Student respects 

the rights of self 

and others 

 Student is 

cooperative and 

self-controlled 

 Student puts 

best effort into 

work 

 Transparency: expectations and rules are 

clear 

 Consistency 

 Positive reinforcement 

 

1  Minor incidences 

where a child 

requires a 

reminder of the 

school or class 

room rules. 

 

 Ignore the child misbehaving and give 

praise and attention to another child who is 

behaving well.  

 At the first opportunity divert the 

misbehaving child’s attention from what 

she/he is doing and give her/him something 

to do that she/he can easily achieve and 

be praised for. 

 The child is reminded of the rule she/he has 

overlooked. 

 If negative behaviour reoccurs take the 

child aside to privately reprimand, reminding 

her/him which school rule has been broken 

and the consequences for this. 

 Separating the negative behaviour from the 

child, showing her/him how to put things 

right and re-establishing good relationships 

will provide a model for good conduct. 

 At this stage the child who doesn’t adjust 

her/his behaviour will be given a 

consequence. The consequence relates to 

the rule broken. This can be a ‘time out’ for 

cooling down followed by reflection with 

adult support.  
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Level Student Behaviour Teacher action/Consequences Extra support 

2  When a pattern 

of negative or 

inappropriate 

behaviour 

occurs 

additional 

procedures are 

required and 

the involvement 

of the parent’s 

maybe/ carers 

requested. 

 

 The child is accompanied to another room 

(buddy class or principal’s office) for cooling 

down and reflection.  

 The child reflects by writing down her/his view of 

the events, what rule has been broken, what 

she/he could have done and what she/he will 

do to re-establish good relationships.  

 Students are given praise for self-correction. 

 An incident report is written by the teacher and 

added to the child’s notes.  

 At this point or at the latest after three incident 

reports the parents/carers are notified to ensure 

a collaborative resolution to the situation is 

reached.  

 The child is drawn to the attention of the other 

teachers if her/his behaviour needs monitoring 

during break times. 

 A behaviour plan with a time line (usually three 

weeks) is devised for the student and signed by  

the Teacher, Parents/Carers and Student 

 Behaviour is regularly monitored and good 

behaviour rewarded with praise and 

encouragement. At the beginning of the 

behaviour plan feedback is given daily, later 

after several days. At the end of the third week 

positive behaviour is expected.  

 

 

 

 Appendix 7 

Student 

reflection 

sheet. 

 Appendix 8  

 

 Involve 

Colleagues 

in supporting 

positive 

feedback 

and 

redirecting 

the child. 

 Parents, 

Student and 

Teacher 

work 

together on 

a behaviour 

plan 

 Appendix 11 
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Level Student Behaviour Teacher action/Consequences Extra support 

3  Continued disobedience 

 Aggressive behaviour or 

physical violence 

 Principals must suspend 

immediately and 

consistently with these 

procedures, any student 

who:  

 is physically violent where 

their action results in serious 

injury  

 is in possession of a firearm, 

prohibited weapon, or 

knife (without                                 

reasonable cause 

 uses, or is in possession of, a 

suspected illegal 

substance (not including  

alcohol or tobacco) or 

supplies a restricted 

substance 

 In serious circumstances of 

misbehaviour the principal 

may expel a student of any 

age from the school. 

Students expelled from 

Casuarina school for 

misbehaviour may not re-

enrol in the future. 

 

 Suspension/Expulsion occurs 

 For details of the Suspension and 

Expulsion procedures please refer to 

the ‘Suspension ad Expulsion Policy’ 

 

 Suspension 

Resolution 

meeting  

 Appendix 14 
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12.7 Student Reflection Sheet 

 
Casuarina Steiner School Student Welfare and Discipline Policy 2010 – Section 12.7 

 

Name: _________________________________________________________________________ 

 

Class: _____________________________  Date: ________________________________ 

 

I have discussed my behaviour with the following people: 

 

________________________________________________________________________________ 

and have agreed to work with them in changing my behaviour 

 

 What I did / what happened 

 

 

 

 

 

 

 

 

 

 

 

 How I can improve my behaviour 

 

 

 

 

 

 

 

 

 

 

 

 

 

Student signature: ______________________________________________________________ 

 

Teacher signature: ______________________________________________________________ 

 

 

 

Parent(s) comment: 

 

 

 

Parent signature: __________________________________ Date: ____________________ 

 

Please sign and return this Student Reflection Sheet within 3 days of receiving it. 

(If you have concerns regarding this matter please phone the office to make an appointment with the 

class teacher.) 
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12.8 Incident Report 

Date:  

Time:  

Name of Student:  

Class:  

Reporting Staff Member:  

 
Antecedent 

What happened immediately before the 

behavioural outburst include any triggers, 

signs of distress or environmental 

information e.g. sights, sounds, smells, 

temperatures, number of people. 
 

 

 

 

 

 

 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

 

Behaviour 

The behaviour itself, describe what 

actually happened during the outburst or 

what the behaviour ‘looked’ like.   

Physical/Danger to self or others – e.g. 

push, hit, poke, trip, elbow, kick, bite, 

throw, spit. 

Psychological – e.g. discrimination, 

harassment or intimidation, bullying i.e. 

repeated verbal, name calling, threats, 

insults, intimidation, hurting, annoying, 

damaging or taking others’ possessions, 

excluding or ignoring others, spreading 

rumours, giving dirty looks or stalking, not 

respecting a direction by staff. 

 

 

 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

Consequence 

The consequences of the behaviour, what 

happened immediately after the 

behaviour, include information about 

other people’s responses to the behaviour 

and the eventual outcome for the person. 

 What does the behaviour achieve 

for the child? 

 Does the child avoid or escape 

any activity by engaging in the 

behaviour? 

 Is the child rewarded in any way 

by engaging in the behaviour? 

 What might the child be 

attempting to communicate by 

engaging in this behaviour? 

 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 
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Where did it happen? 

(lesson, activity, inside/outside) 

 

 

 

 

________________________________________________ 

 

________________________________________________ 

Who was involved? 

 

 

 

 

 

________________________________________________ 

 

________________________________________________ 

Who saw it? 

 

 

 

 

 

________________________________________________ 

 

________________________________________________ 

Where injuries sustained? If so what type 

of injury? 

 

 

 

 

 

 

 

 

 

 

 

 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

 

Describe any first aid administered. 

 

 

 

 

 

 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

What are the follow-up actions and 

consequences? 
 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

Further comments.  

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 

 

_________________________________________________ 
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Who needs to be notified: when notified 

 
Parent/Carer: 

___________________________________________________ 

 

___________________________________________________ 

 

Notified: 

[        ] 

 

[        ] 

 
Copy of this form to: 

 
School records 

 Childs records 

__________________________________________ 

Name  

Class Teacher 

Childs records 

__________________________________________ 

Name 

Class Teacher 

Childs records 

__________________________________________ 

Name 

Class Teacher 

Childs records 

__________________________________________ 

Name 

Class Teacher 

 
 Signature of Reporting Staff: 

 

Date: 

 

 

 

 
1 Serious or repeated cases of misbehaviour: “Teachers are required to document all such incidents of misbehaviour, 

describing the child’s behaviour and the teacher’s actions. These reports will be presented to the College until the 

child’s behaviour is no longer a concern.”  (Extract from Welfare & Discipline Policy) 
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Casuarina Steiner School 
Inspiring the Head, reaching the Heart  
 

 

 
 

12.9 Incident Notification 

 
Dear Parent(s) / Carer(s)  

 

This letter is to inform you of an incident where your child (student’s name) __________________ 

has chosen not to follow our school rules. 

 

On (date) ________________she/he _________________________________________________________ 

 

 

The following consequence has taken place______________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

 

 

We ask that you assist your child in following the school rules by discussing the above issues with him/ her. 

Please sign and return this note to school tomorrow, to indicate that you have received it.  

 

Thank you for your support  

 

  

Signed Class Teacher:  

 

I have discussed this matter with my child. Yes/No 

 

I would like to request an interview regarding this matter.  Yes/ No  

 

 

 

Signed: (Parent(s) / Carer(s) ……………………………………. Date…………………………………… 
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Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 

 

 

 

12.10 Level 2 Notification  

 

Dear Parent(s) / Carer(s)  

 

This letter is to inform you of an incident where your child (student’s name) __________________ 

has chosen not to follow our school rules. 

 

On (date) ________________ she/he_________________________________________________________ 

 

The following consequence has taken place_______________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

 

Documented pattern of inappropriate behaviour       

This is considered a serious breach of behaviour        

 

In keeping with our Casuarina School Welfare and Discipline Policy your Child has been placed on level 2.  

 

This requires a collaborative meeting with you, your child, the class teacher and the principal/ Student Welfare 

team, to formulate a Behaviour support Plan to assist and support your child with strategies to follow the school 

/ classroom rules and learn appropriate behaviour(s). We will monitor your child‘s progress together over a 3 

week/defined period with the aim of a positive outcome. 

 

Please sign and return this note to school tomorrow, to indicate you have received this letter. 

 

Please circle available interview days  

 

Monday          Tuesday          Wednesday          Thursday          Friday  

 

Time___________ 

(Office staff will confirm interview dates and times) 

 

I have discussed this matter with my child. I will attend an interview regarding this matter  

 

 

 

Signed: (Parent(s) / Carer(s) ……………………………………. Date…………………………………… 
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Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 

 

Name: ________________________________________________________ 

 

Target Behaviour: ______________________________________________ 

 

12.11.1 Student Behaviour Support Plan WEEK 1 

Monday Tuesday Wednesday Thursday Friday 

 

 

 

 

 

 

    

 
 

    

 
 
 
 
 
 

    

 
 

    

 
 
 
 
 
 

    

 
 

    

 
Date From: ……………………………………To……………………………….. 

 

Progress Statement: ……………………………………………………….…… 

…………………………………………………………………………………….… 

Signed:  Teacher: 

 

               Student: 

 

               Parent(s) / Carer(s):  

 

               Principal or Welfare Support Person. 
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Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 
Name: _____________________________________________________ 

 

Target Behaviour: _____________________________________________ 

 

 

12.11.2 Plan WEEK 2 

Monday Tuesday Wednesday Thursday Friday 

 
 
 
 
 
 

    

 
 

    

 
 
 
 
 
 

    

 
 

    

 
 
 
 
 
 

    

 
 

    

  

Date From ………………………………… to …………………………….……… 

Progress Statement: ………………………………………………………………. 

………………………………………………………………………………….……… 

Signed:  Teacher: 

 

               Student: 

 

               Parent(s) / Carer(s): 

 

               Principal or Welfare Support Person:  
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Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 

 
Name: _____________________________________________________ 

 

Target Behaviour: _____________________________________________ 

 

12.11.3 Plan WEEK 3 

Monday Tuesday Wednesday Thursday Friday 

 

 

 

 

 

 

    

 
 

    

 
 
 
 
 
 

 
 

   

 
 

    

 
 
 
 
 
 

    
 
 

 
 

    

 

Date From: ……………………………………To……………………………….. 

Review Date: ……………………………….. 

Achievement of behaviour outcomes: ………………………………………… 

……………………………………………………………………………………..…… 

Signed:  Teacher: 

 

Student: 

 

Parent(s) / Carer(s): 

 

Principal or Welfare Support Person: 
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Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 

 

12.12 Behaviour Support Plan Agreement 

Date: 

Teacher: 

Student: 

Parent(s) / Carer(s): 

Principal or Welfare Support Person: 

Behaviour Outcomes: 
…………………………………………………………………….…………………………………… 

……………………………………………………...…………………………………………………… 

……………………………………………………………………………………………………………  

 

Student 

I agree to change my behaviour as outlined on the Behaviour Support Plan and follow the School 

Rules by: 

………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………… 

 

Date:     /           / 

Signed: _______________________________________ 

                                 (Student’s Name): 

  



Student Welfare and Discipline Policy O:\Administration\Registration 2018\Final documents\3.6.2 Safe and Supportive 

Environment – Student Welfare – revised 2017 

 

 

Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 

 

 

12.12.1 Parent (s) / Carer(s) 

I agree to support my child at home and to take an active role to support the discussed behaviour 

outcomes. I will support my child in learning the appropriate behaviour and following the school rules 

by: 

…………………………………………………………………….………………………….………………………………… 

………………………………………………….………….…………………………………………………………………… 

………………………………………………………………………………………………………………………………….. 

Date:          /           / 

Signed: ____________________________________ (Parent(s) / Carer(s)  

 

 

Teacher 

I agree to implement the Student Support Plan consistently and monitor the progress of (student’s  

name)………………………………… in collaboration with her/his parent(s) / carer(s)  

…………………………………………………..………………………………. and the Principal of our school. 

Date:        /             / 

Signed: ____________________________________ (Teacher) 

 

Agreed time frame: ………………… to ………………………….. 

Copies to: Principal; Class teacher; Parent (s) / Carer(s); Student; Student’s file.   

  



Student Welfare and Discipline Policy O:\Administration\Registration 2018\Final documents\3.6.2 Safe and Supportive 

Environment – Student Welfare – revised 2017 

 

 

12.13 Documentation tracking sheet Level 2 

This sheet is used to keep an easy overview of the development of a child’s behaviour pattern on level 

2 according to our policy. 

 Level 2 

Name Sent out 

of 

classroom 

Where to, 

date 

Reason Student 

self-

reflection 

filled in, 

on file 

Incident reports 

Copies on file 

 

 

 

 

Meetings with 

carers/parents 

initiated 

‘Incident 

notification 

letter’ sent       

□ 

 

Letter filed      

□ 

 

Meeting with 

carers/parents 

‘Behaviour support 

plan agreement’ 

filled in and signed                 

□ 

 

Student Behaviour 

support plan 

Date; focus point, 

duration 

Filled in                                  

□ 

 

Signed   and filed                   

□ 

Nr 1 Nr 2 Nr 3 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Recommendations:     GP          Area Health           Paediatrician      

  Behaviour support plan          other                        N/A 

 

Class teacher: _____________________________________  

 

Principal: __________________________________________ 

  



Student Welfare and Discipline Policy O:\Administration\Registration 2018\Final documents\3.6.2 Safe and Supportive 

Environment – Student Welfare – revised 2017 

 

 

Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 

 

12.14 Recommendation to GP, Local Area Health or Paediatrician 

 

Name_________________________________________________________ 

Date        /          / 

Address _______________________________________________________ 

 

 

 

Dear__________________  

 

 

Following our discussion and in the best interest for the welfare of your child at Casuarina Steiner School, 

we recommend you seek an appointment with your GP, Local Area health or Paediatrician to obtain 

the relevant outside support for your child. 

 

 

 

Signed Teacher 

___________________________________________ 

Principal 

___________________________________________  

Nominee 

___________________________________________ 
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12.15 Documentation tracking sheet Level 3 

This sheet is used to keep an easy overview of the development of a child’s behaviour pattern on level 

3 according to our policy.         

 Level 3 

Name Suspension 

 

Return after suspension meeting 

 

 Date: 

Reason: 

  2 or more behaviour plans 

without  improvement of 

behaviour 

  Aggressive behaviour  or 

physical violence 

  Physical violence resulting 

in serious injury 

  possession of firearm, 

prohibited weapon 

  use and/or possession of 

illegal substance 

  Other:  

Date: 

Improvement plan: 

 

 Learning support team 

 Teacher and peer mentoring 

 Recommendation of referral to district support, early 

intervention: _______________________________ 

 Recommendations of referral to community agencies 

for counselling, family support facilities 

 Recommendation of referral to medical practitioners 

 Information session for staff on strategies 

implemented 

 Risk assessment (to be completed by Principal) 

 

 

 Documentation: 

 Student reflection sheet 

 Incident reports 

 Incident notification letter 

 Suspension notification 

letter 

 Meeting records 

 Behaviour plans 

 ‘Behaviour support plan 

agreements ‘ 

 Other: 

__________________________ 

 

 

Signature Teacher: ____________________________________________ 

 

Signature Principal: ___________________________________________ 
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Signature Teacher: ____________________________________________ 

Signature Principal: ____________________________________________ 

  

 Level 3 

Name Expulsion 

 

Final documentation 

 

Tom 

Student 

Date: 

Reason: 

  2 or more suspensions without 

improvement of behaviour 

  Aggressive behaviour  or                        

physical violence 

  Physical violence resulting in 

serious injury 

  possession of firearm, prohibited 

weapon 

  use and/or possession of illegal 

substance 

  Other:  

Date: 

 

 

 

 Documentation: 

 

 Student reflection sheet 

 Incident report 

 Incident notification letter 

 Suspension notification letters 

 Meeting records 

 Behaviour plans 

 previous suspension 

documentation 

 Other: 

___________________________ 
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Letter 5 

 

12.16 Short Suspension  
 

School Name: 

School telephone number: 

Parent/Caregiver name: 

Insert parent/ caregivers address: 

Name of suspended student: 

                                              

 

Dear: 

          

 

This is to inform you that I have today suspended your child from school, consistent with the procedures 

of the Department of education and Training for suspension and this school’s discipline code. 

 

Suspension allows student time to reflect on their behaviour, to acknowledge and accept responsibility 

for the behaviours which led to the suspension and to accept responsibility for changing their behaviour 

to meet the school’s expectations in the future. It also allows us time to plan appropriate support for 

your child to assist with successful return. 

 

Your child has been suspended for the following reasons: 

_____________________________________________________________________ 

_____________________________________________________________________ 

The total number of school days your child will be suspended for is: 

 

The inclusive dates for the suspension are shown below unless the suspension is resolved earlier. 

 

First date of suspension:  

 

Last date of suspension:                                                                    

 

As a result of your child’s suspension, both you and I are required to do certain things. 

 

I will  

 

 seek your assistance and work with you in an attempt to resolve the mater  

 hold a meeting with at the earliest possible time  to discuses how the matter might be resolved  

 provide a study program  

 arrange an interpreter for you if necessary 

 provide you with a copy of the school discipline code and the Department’s suspension and 

expulsion procedures.  

 

You are expected to: 

 assist me in resolving the matter  

 contact my office as soon as possible to arrange a time to discuss how the matter might be 

resolved  

 let me know if you required an interpreter 

 arrange a support person to accompany you to the meeting if you wish  

 be responsible for the supervision, care and safety of your child while on suspension  

 ensure that your child does not to enter onto school grounds without permission, except to attend 

the resolution meeting   
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The school expects that ___________________________________ will continue to study while suspended.                                  

 

If you consider that correct procedures have not been followed in this case or that an unfair decision 

has been made, you may appeal. You may wish to contact the Casuarina Steiner School Board: 

 

Contact Casuarina Steiner School Board on 6651 2770 

 

Yours sincerely  

 

 

 

 

Principal’s signature  

 

Date: 
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Letter 6  

 

12.17 Long suspension  
 

School Name: 

School telephone number: 

Parent/Caregiver name: 

Insert parent/ caregivers address: 

Name of suspended student: 

 

Dear:  

 

This is to inform you that I have today suspended your child from school, consistent with the procedures 

of the Department of education and Training for suspension and this school’s discipline code. 

 

Suspension allows student time to reflect on their behaviour, to acknowledge and accept responsibility 

for the behaviours which led to the suspension and to accept responsibility for changing their behaviour 

to meet the school’s expectations in the future. It also allows us time to plan appropriate support for 

your child to assist with successful return. 

 

Your child has been suspended for the following reasons:  

_____________________________________________________________________ 

_____________________________________________________________________ 

The total number of school days your child will be suspended for is:  

 

The inclusive dates for the suspension are shown below unless the suspension is resolved earlier. 

 

First date of suspension:                                                                

 

Last date of suspension: 

 

As a result of your child’s suspension, both you and I are required to do certain things. 

 

I will  

 

 seek your assistance and work with you in an attempt to resolve the mater  

 hold a meeting with at the earliest possible time  to discuss how the matter might be resolved  

 provide a study program  

 arrange an interpreter for you if necessary 

 provide you with a copy of the school discipline code and the Department’s suspension and 

expulsion procedures.  

 

You are expected to: 

 assist me in resolving the matter  

 contact my office as soon as possible to arrange a time to discuss how the mater might be resolved  

 let me know if you required an interpreter 

 arrange a support person to accompany you to the meeting if you wish  

 be responsible for the supervision, care and safety of your child while on suspension  

 ensure that your child odes not to enter onto school grounds without permission, except to attend 

the resolution meeting   

 

If we are able to resolve this matter satisfactorily, this period of suspension may be reduced. The school 

expects that your child will continue to study while suspended. 
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If you consider that correct procedures have not been followed in this case or that an unfair decision 

has been made, you may appeal. You may wish to contact the Casuarina Steiner School Board: 

 

 

 

Contact Casuarina Steiner School Board on 6651 2770 

 

 

Yours sincerely  

 

 

 

 

 

Principal’s signature  
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12.18 Suspension Resolution Meeting guidelines 

 

Suspension Resolution Meeting guidelines 

Suspension resolution meeting (to discuss the 

basis on which the suspension will be resolved). 

Principal, class teacher, parent(s) or carer(s) or 

(Student) 

Post suspension program- (optional). Student attends day of support activities e.g. 

playground program, classroom integration 

program. 

Post- suspension support In addition to the above program the student 

may receive recommendations of referral to:  

 Learning support team.  

 Teacher and peer mentoring.  

 School Programs.  

 Recommendations of referral to district 

support, early intervention program.  

 Recommendations to community agencies 

for counselling, family support facilities.  

 Recommendations of referral to medical 

practitioners, local area health- 

paediatrician. 

Class Teacher and/ or staged support.       Teacher, principal (college mentor  

       optional)                           

 Plan classroom strategies. 

 Relevant in-service of class involving them 

with necessary information skills and 

strategies and the successful re-entry of 

suspended student   

 Plan playground strategies. 

 Conduct information session for staff on 

strategies being implemented. 

N.B: Office staff and relevant relief/ Teaching 

staff will be included in this information.  

Parental or caregiver support. 

 

 

 

 

 

 

 

 

 Inclusion in all relevant meetings.  

 Appropriate and confidential meetings with 

the principal and class teacher.  

 Appropriate referrals to district or 

community personnel for behaviour 

relationships, medical and parenting issues 

etc. 
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Full Record is made by principal of the outcomes 

of the suspension resolution meeting.  

 Retained on file at Casuarina school  

 Copy to the student and parent(s), carer(s), 

class Teacher and Principal  

Risk assessment (following an incident that 

involves violence or weapons). 

 Principal completes risk assessments and 

addresses issues identified (Notifies all staff, 

parent(s) student(s). 

Contract of agreement outlining a suitable case 

management plan for the student’s re- entry into 

school and commitment of parent(s)/ carer(s) 

and student to abide by the agreement. 

Designed by Class Teacher, Principal, Welfare 

committee in collaboration with parent(s) 

caregiver(s) and student(s) 

 Signed by Principal parent(s)/ carer(s) and 

student   

 Copy on school file.  

 Copy to parent(s), carer(s) and student. 

 

When all relevant stages of the above support program have been addressed, the student will 

rejoin the school community. 

See monitoring for follow up strategies. 
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Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 

 

 

12.19 Recommendations for Resolution of Suspension – Principal Report 

 

 

Student____________________________________________________       Date of Birth______________ 

Year ___________________ 

Date of Suspension_________________________to_______________________ Reason for Suspension  

 

Issues relevant to the management of the current suspension 

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

Recommendations (s) for the resolution of the suspension  

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

 

Name _________________________________________ 

 

Signature__________________Date_______________ 
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12.20 Suspension and Expulsion policy 

 
 
Rationale: 

 

 All students and staff have the right to be treated fairly and with dignity in an environment free from 

disruption, intimidation, harassment, discrimination and victimisation. To achieve this, Casuarina school 

will maintain high standards of student behaviour. Collaboration between school staff, students and 

parent(s) or carer(s) is an important feature of student discipline and welfare at Casuarina.  

 

There will be cases of unacceptable behaviour where it will be in the best  interests of the school 

community and/or the student involved, for the student to be removed from the school for a period of 

time or completely. Suspension and expulsion are the options available to the Principal in these 

situations.  

 

In such cases of unacceptable behaviour, parents or carers should not be asked to keep students at 

home without the formal imposition of a suspension. 

 

In implementing these procedures, the Principal must ensure that no student is discriminated against. 

The Principal must also ensure that the implementation of these procedures takes into account factors 

such as the age, individual needs, any disability and developmental level of students.  

  

Policy Statement  

 

Suspension is only one strategy within a school’s student welfare and discipline policies. It is most 

effective when it highlights the parent(s) or carer(s) responsibility for taking an active role, in partnership 

with the school, to modify the inappropriate behaviour of their child. The school will work with parent(s) 

or carer(s) with a view to assisting a suspended student to rejoin the school community as quickly as 

possible.  

 

Suspension allows students time to reflect on their behaviour, to acknowledge and accept responsibility 

for the behaviour/s which led to the suspension and to accept responsibility for changing their 

behaviour to meet the school’s expectations in the future. It also allows time for school personnel to 

plan appropriate support for the student to assist with successful re-entry into their class.  

 

The Principal has the authority, consistent with the provisions of these procedures to suspend or expel a 

student from Casuarina school. The Principal will exercise this authority having regard to their 

responsibilities to the whole school community and to the principles of procedural fairness.  
 
The principles of procedural fairness are fundamental to the implementation of these procedures. 

Procedural fairness is generally recognised as having two essential elements. These are:  

 

  The right to be heard 

  The right of a person to a fair and impartial decision. 

   

These procedures apply to the behaviour of students at school, on the way to and from school and 

while away from the school site on school endorsed activities.   

 
 
 
 
 
 
 
 
 
 



Student Welfare and Discipline Policy O:\Administration\Registration 2018\Final documents\3.6.2 Safe and Supportive 

Environment – Student Welfare – revised 2017 

 

 
 
 

Suspension  

 

 

 

General Principles  

 
In determining whether a student’s misbehaviour is serious enough to warrant suspension, the Principal 

will consider the safety, care and welfare of the student, staff and other students in the class and 

school. In most cases a range of appropriate student welfare and discipline strategies will have been 

implemented and documented before a suspension is imposed.   

 

Other than in exceptionally serious circumstances outlined below, suspension will occur after the 

Principal has:  

 

 Ensured that appropriate school student welfare strategies and discipline options have been 

applied and documented; 

 

 Ensured that appropriate support has been given to the student and teacher; 

 

 Ensured that discussion has occurred with the student and parent(s) or carer(s) and the Class 

Teacher regarding specific misbehaviour which the school considers unacceptable and which 

may lead to suspension; 

 

 Ensured that a specific behaviour management plan to assist the student to manage 

inappropriate behaviour has been implemented; 

 

 Ensured the Class Teacher has provided a formal written caution detailing inappropriate 

behaviours, as well as clear expectations of what is required of the student in future, and 

recorded all action taken.  

 

 

In circumstances where measures detailed above have been unsuccessful in resolving the 

inappropriate behaviour, the Principal may choose to impose a suspension of up to and including four 

school days. Suspensions may be imposed for the following reasons and will be reported in the following 

categories:  
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1. Continued Disobedience 
   

This includes, but is not limited to, breaches of the school discipline code such as: refusal to obey staff 

instructions; defiance; disrupting other students. 

 

2. Aggressive Behaviour or Physical Violence   
 

This includes, but is not limited to: hostile or physical behaviour (which results in pain or injury) directed 

towards students, members of staff or other persons, including verbal abuse and abuse transmitted 

electronically such as by email or SMS text messages. A formal disciplinary interview must be held with 

the student prior to making the decision to suspend. Principals must ensure that the student is given 

explicit information about the nature of the allegation(s) and is given the opportunity to consider and 

respond to the allegation(s). The key features of the interview must be taken down in writing. For very 

young children it may be advisable to have a parent or carer present during the interview.  

 

A suspension resolution meeting must be convened by the Principal at the earliest opportunity. The 

Principal, in conjunction with the Class Teacher, parent(s) or carer(s), should utilise available resources in 

seeking a means of assisting the student to modify his or her behaviour. The use of such resources should 

be discussed in the suspension resolution meeting.  

 

If behaviour management programs and suspensions have failed to resolve the issue of inappropriate 

behaviour, the student may be expelled from the school. Each case will be different and the action 

needs to be appropriate to the individual circumstances of the case. The Principal must consider: 

 

 The safety of students and staff  

 The merit and circumstances of the particular case  

 Factors such as the age, individual needs, any disability and developmental level of students.  

 

The principal must ensure that all suspensions are recorded and that all relevant documentation is 

retained on a file at the school.  

 

In some circumstances the Principal may determine that a student should be suspended immediately. 

This will usually be due, but not limited to, reasons such as the safety of students or staff. 

         

Principals must suspend immediately and consistently with these procedures, any student who:  

 

 is physically violent where their action results in serious injury  

 is in possession of a firearm, prohibited weapon, or knife (without reasonable cause 

 uses, or is in possession of, a suspected illegal substance (not including alcohol or tobacco) or 

supplies a restricted substance 
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Deciding on, Notifying and Resolving a Suspension  

 

Decision  
 

The decision to suspend must be taken by the Principal in consultation with the Class Teacher, or in the 

principal’s absence, the Class Teacher may make the decision in accordance with this policy. 

 

The Principal should inform the student of the precise grounds on which suspension is being considered. 

The student must be given the opportunity to consider and respond to this information. The student’s 

response must be considered before a decision to suspend is made.  

 

Notification  
 

A student will not be sent out of the school before the end of the school day without notification being 

made to their parent(s) or carer(s) and agreement reached about arrangements for the collection of 

the child from school. The Principal must ensure that adequate supervision is provided at school until 

those arrangements are made.  

 

Notification of suspension must be made to the parent(s) or carer(s) in writing within 24 hours following 

immediate verbal notification.  

 

In all cases, the notification must include:  

 

 notice of the suspension  

 the date and probable duration of the suspension  

 the specific reason for the suspension  

 the clear expectation that the student will continue with studies while suspended 

 the importance of parent(s) or carer(s) assistance in resolving the matter  

 the parent(s) or carer(s) responsibility for the care and safety of the student while under 

suspension 

 the clear expectation that the student should not be on  school grounds without the permission 

of the Principal  

 

Resolution  
 

The Principal must convene a suspension resolution meeting of the Class Teacher and the parent(s) or 

carer(s), to discuss the basis on which the suspension will be resolved. If parent(s) or carer(s) are unable 

or unwilling to attend a suspension resolution meeting, the Principal should consider the individual merits 

of the case and attempt to ensure that the student is back at school on or before the concluding date 

of the suspension period. 

 

A full record should be made of the outcomes of the suspension resolution meeting. This should be 

retained on a file at the school. A copy should be provided to the student and the parent(s) or carer(s).  
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Where a student is returning from suspension following an incident that involved violence or weapons, 

the Principal must undertake a risk assessment if it is believed the return of the student will pose a risk to 

staff, students or other persons. This should be completed before the final day for resolution of the 

suspension.  

 

The student should not be re-admitted back into the school until the issues identified in the risk 

assessment have been addressed. 

 

Expulsion  

 

General Principles  
 

In serious circumstances of misbehaviour the principal may expel a student of any age from the school. 

Students expelled from Casuarina school for misbehaviour may not re-enrol in the future. 

 

Expulsion for Misbehaviour  
 

When considering expelling a student for misbehaviour, the Principal must:  

 

 Ensure, except as a result of a most serious incident, that all appropriate student welfare and 

discipline strategies have been implemented and documented  

 Convene a formal disciplinary interview with the student, parent or carer and Class Teacher.  

 

Principals must ensure that the student is given explicit information about the nature of the allegation(s) 

and is given the opportunity to consider and respond to the allegation(s).  

 

The key features of the interview should be taken down in writing and the student should be placed on 

a long suspension (up to 20 days) pending the outcome of the decision making process this action 

should be taken Irrespective of any action by another agency, including NSW Police. 

 

The Principal will: 

 

 notify the student and the parent(s) or carer(s), in writing, that expulsion from Casuarina School is 

being considered, giving reasons for the possible action. 

 provide the parent(s) or carer(s) with a copy of all documentation on which the consideration 

of expulsion is based. 

 allow seven school days for students and parent(s) or carer(s) to respond. 

 

Having reached a decision to expel a student from the school, the Principal will inform the student and 

the parent(s) or carer(s) in writing 
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Letter 8 – 

 

12.21 Expulsion from a Particular School for Misbehaviour – Initial Advice 

 

Name 

Address 

 

Dear Name 

 

This is to inform you that I am considering expelling your (son/daughter etc), (student’s name), from this 

school, and I have today placed him on a long suspension from (school name), pending the decision 

making process.  This action has been taken, consistent with the procedures of the Department of 

Education and Training for suspension and expulsion from a particular school and this school’s discipline 

code.  The form of expulsion I am considering would mean that (student’s name) would be expelled 

from this school only. 

 

I have decided to consider expelling (student’s name) from this school after consideration of the 

following facts: 

 

(Specific details) 

 

Copies of all documents on which my action has been based are attached.  (Student’s name) will not 

be able to return to school pending the final decision making process. 

 

You have seven school days to respond to this advice prior to the final decision being made.  Please 

contact my office as soon as possible on telephone number (school phone number) to arrange a 

meeting to discuss this matter. At this meeting, I will explain the implications of expulsion and your 

appeal rights. 

 

You may wish to have a support person present at this meeting.  An interpreter can be arranged to 

assist you in this meeting if required.  If you need an interpreter, please advise the school. 

 

You are responsible for the supervision, care and safety of (student’s name) while he/she is on 

suspension.  (Student’s name) is not to enter the school grounds during the period of suspension without 

my permission.  The school expects that (Student’s name) will continue with his studies while suspended.  

A study program will be provided. 

 

I attach for your information a copy of the school discipline code (or school rules) and the 

Department’s procedures document on suspension and expulsion.  These procedures include a section 

on expulsion and a section on appeals. 

 

If you need an interpreter to assist you to contact the school, or the regional office, call the Telephone 

Interpreter Service on telephone number 131450.  This service is free of charge. 

 

Yours sincerely 

 

 

 

Principal 
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Letter 9 – 

 

12.22 Expulsion from a Particular School for Misbehaviour – Decisions  

 

 
Name  

Address  

 

Dear Name  

 

This is to inform you that today I have decided to expel your (daughter/son etc), (Students name), from 

this school. This decision has been taken, consistent with the procedures of the Department of 

Education and Training for suspension and expulsion from a particular school and this school’s discipline 

code.  

(Student’s name) will be expelled from this school only and during the next ten days, I will work in 

consultation with you and regional office staff to arrange an appropriate alternative educational 

setting for (student’s name)  

 

The decision to expel (students name) from this school has been made after consideration of the 

information provided in my letter of (date of advice letter), the documentation provided to you and 

your response to me. 

 

(Student’s name) will not be able to return to this school. 

 

I have previously provided a copy of the school discipline code (or school rules) and the department’s 

procedures document on suspension and expulsion. I again drew your attention to the section of the 

procedures on the expulsion. 

 

If you consider that correct procedures have not been followed in this case or an unfair decision has 

been made, you may appeal in accordance with the procedures. You may wish to contact the 

regional office on telephone number (phone number) to discuss the appeal procedures. If you need 

an interpreter please advise the regional office. 

 

 

If you need an interpreter to asset you to contact the school, or regional office, call the Telephone 

Interpreter Service on Telephone number 131450 this service is free of charge. 

 

Yours sincerely  

 

 

 

 

Principal 
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Casuarina Steiner School 
Inspiring the Head, reaching the Heart 
 
 

12.23 Notification of suspension / considering Expulsion 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

To: ________________________________________ School___________________________________________ 

Attention: ___________________________________ (School Education Director) Date: ______________ 

NOTIFICATION OF:                                                     Date of Susp/ Expul: ___________________________  

                         Proposed No. School Days: ____________________ 

                               Deadline for Resolution: _______________________ 

 

 

 

Name of Student: ____________________________Year: ___________________ Phone: ______________ 

Date of Birth: __________________________________ Parent/ Carer: ______________________________ 

 

Reason for Long Suspension 

stance  

 

                                   

Details (please complete):________________________________________________________________ 

_________________________________________________________________________________________ 

Reason for considering expulsion:       

Details: _____________________________________________________________________________  

_____________________________________________________________________________________ 
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Actions: 

-urgent circumstances) 

 

 rights 

 

No. of suspensions in past 12 months: __________Short _____________Long 

 

Comment: ______________________________________________________________________________ 

________________________________________________________________________________________ 

 

Principal’s Signature: ________________________________________________ Date:__________________ 

Director’s Comment: ________________________________________________________________________ 

____________________________________________________________________________________________ 
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12.24.1 Levels of Playground Support 

 

  

Levels of Playground Support  

 

Level 

 

Student Behaviour 

Teacher  

Action/Consequences  

 

Extra Support  

 

 

Proactive  

Strategies 

 

 

 Student adheres to school 

rules  

 Student respects the 

rights of self and others 

 Is co-operative and  

      self-controlled 

Positively reinforced 

behaviour with appropriate 

comments and specific 

feedback   

 Involve colleagues 

in recognition of 

children’s 

achievement  

 assemblies 

 Positive behaviours 

noted  

1 Basically respects rules and 

the rights of others but is 

involved in minor disruptions 

(eg. rough play, unfair play) 

The aim here is to make 

child/ren conscious of error 

and redirect into 

appropriate behaviour 

 humour to distract or 

redirect stray energy 

 stern voice, warning 

reminder, expression of 

disapproval or 

disappointment  

 clarify rights /rules about 

safety, respect and care  

 Ask child “what will you 

do to make good?” 

 In case of a dispute, 

listening to both sides of 

the conflict, helping 

children to resolve it 

themselves, e.g. where 

children are excluded 

help them to find ways 

of including other’s  

 Ask what can you do 

that will satisfy each 

other?”  

 (In the case of e.g. 

cubbies, the teacher 

needs to make a 

judgment whether the 

situation is appropriate 

for problem solving. The 

situation could be 

followed up in the class 

room with problem 

solving/conflict 

resolution activities) 

      Verbal apologies e.g.     

       for verbal abuse 

 Remove child from play 

– stand with teacher for 

5 minutes 

clarity consequences of 

continued breach of 

appropriate behaviour (this 

would accompany any 

strategy)   

Restitution, repairing 

the damage done 

where relevant to the 

offense committed  
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12.24.2 Level 2 

  

 

Levels of Playground Support  

 

 

Level 

 

Student Behaviour 

Teacher  

Action/Consequences  

 

Extra Support  

2 Persistently infringes the rules 

and rights of others e.g. 

Continual rough/ unfair play 

teasing, exclusion, cliques, 

continual fighting, rudeness 

to staff  

 Automatic “time- 

out”(younger children 

removal from 

playground supervised 

by an adult or placed in 

breezeway)  

 At this level the child 

must face the 

consequences of actions 

and learn again the 

responsible, respectful 

way to play  

 Time out duration (up to 

3 days) at discretion of 

Teacher and Principal  

 In the case of rudeness 

to teachers there will be 

a written apology as well 

as     “time out”. 

 Duty teacher 

discusses with class 

teacher behaviour 

of child 

 Behaviour plan is 

devised( see 

behaviour Plan 

Appendix 11) 

 Interview made to 

discuss and agree 

upon behaviour 

plan  

 Weekly assessment 

meeting with child 

Parents and 

Teacher/ Principal  
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12.24.3 Level 3 

 

 
  

 

Level 

 

Student Behaviour 

Teacher  

Action/Consequences  

 

Extra Support  

3  Seriously and regularly 

breaches the rights of 

others. Eg. Verbal or 

physical assault, 

intimidation defiance, to 

staff, isolated serious 

breaking of                                         

rules. 

 Serious and continual 

violation of other’s rights  

 showing insufficient signs 

of change despite all 

efforts at seeking a 

resolution of the 

inappropriate behaviour 

as outlined in the 

behaviour support policy  

 Removal from 

playground until issues 

can be resolved  

 suspension 

 long term suspension in 

extreme circumstances  

 See Suspension and 

Expulsion guidelines 

Suspension resolution 

meeting. Student must 

for period outlined in 

resolution meeting (Up 

to 1 Term) 

Playgroup adhere to 

behaviour code of 

conduct 
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12.25 Weekly Playground Tally Sheet    

Week: 

 
This tally sheet is used to record breaking of basic school rules in a tally system.  
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       Mon 
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      Wed 

      Thur 

      Fri 
Level 2 intervention: Time out in breezeways 

Level 3 intervention: Immediate removal from playground; sent to principal 
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12.26 Attachments to the Playground Policy  

 

Responsibility of teachers in playground    

                                                         
Teachers need to be aware of the duty roster and it is their responsibility to be on playground duty at 

the appropriate times. This applies to permanent and casual teachers. Children are to stay on verandas 

from 11:00 to 11:10 for morning tea and from 1:00 to 1:10 at lunch time under class teacher supervision. 

Teacher on lower playground duty is to get black bag for Epi Pen from classrooms of respective 

children.   

 Duty teachers need to be in the playground by 11:10 for morning tea and 1:10 for lunch duty. They 

need to patrol their area until 11:30 am at morning tea and 1:35 pm at lunch duty and ring the bell to 

go into class. All teachers walk around the playground and observe to see if children are safe and 

playing within the school boundaries and rules. It is vital to actively patrol all areas, including the 

bathrooms. 

 

Bell Times  
8:00– No Supervision   

8:55 – First bell (children leave playground to go to toilet etc)  

9:00 – 2nd Bell ready to start class 

11:00 – Morning tea  

11:10 – Morning tea play  

11:25 – First bell  

11:30 – 2nd Bell ready for class  

1:00 – Lunch eating time  

1:10 – Play time  

1:40 – First bell  

1:45 – 2nd Bell  

2:55 – Early bus  

2:55 – Home time  

 

Out of Bounds  
 

 During morning tea and lunch eating times, play areas are out of bounds until teacher is on duty  

 Outside of fence (Bottom Playground) 

 Library 

 Beyond fort  

 School garden – Behind classrooms  

 Behind classroom buildings 

 Back verandahs (except for classes 5,6 & 7 with permission)  

 Classrooms, unless teacher is present and grants permission  

 Beyond bridge office area 
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Wet weather  

 
 Supervision of verandahs, toilets  

 Children to play under cover  

 Children can go into classroom for quiet activities  (no running around) only if supervised by class 

teacher  

 In extreme wet weather conditions (when verandas are wet) all teachers supervise their own class 

inside classroom.  

Hat  
 

 Broad brimmed hats to be worn at all times  

 No hat, no play- children put on hats before going out to morning tea or lunch  

 If child has no hat then he/ she must play on the verandas  

Shoes   

 
 Shoes should be worn at all times except in class rooms. 

 

12.27 Excursion and Camps  

When participating in excursion and camps, students are expected to follow the same expectations set 

at school. They are representing the school in the greater community.  

Proactive start  

 Teacher familiarises him/herself and plans excursion, camp in accordance with the ‘Casuarina 

Steiner School Interim Excursions Camp Policy and Procedures’2. 

 Teacher fills in risk assessment and excursion /camp checklist3.   

 Where applicable the teacher fills out an additional risk assessment for children with special 

needs and puts in strategies to minimise risk.  

 A class meeting with parents may be arranged prior to the event to inform and discuss the 

framework of the planned activities. 

 Develop a clear picture of the events planned on an excursion or camp, involving children in 

the relevant planning discussions and relevant information sessions. 

 Discuss the expected rules, definitive codes of behaviour, with all children before excursions 

and camps, as part of a risk management plan. 

 On camp permission notes, outline the relevant expected standards of behaviour so parents 

are informed and can reinforce at home. Principal or welfare support person checks notes 

before they are sent out. Parents (and students) sign behaviour section and return to class 

teacher.  

 Teacher briefs all parent helpers for the camp, outlining their role and responsibilities, as well as 

parent code of conduct. 

 The “Survival Guide for parents on camps” must be read and signed by parents 

accompanying teachers on camps. The teacher/s are responsible for the whole camp and 

                                                 
2 Casuarina Steiner School Interim Excursions Camp Policy and Procedures’ 
3 Procedures – camp policy 
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the responsibility for behaviour management is clearly with the teacher (Level 2 / 3 includes 

Principal). 

 If a student has a pre-existing pattern of negative behaviour, the class teacher will have daily 

behaviour plans ready before camp, so the student knows what to focus on whilst at camp.  

 If a student is already on Level 2 of the Welfare and Discipline Policy, it will be up to the 

discretion of the class teacher and Principal whether the student participates on 

camp/excursions. 

 The school will initiate exclusion, partial participation or conditions of participation where a 

child displays behaviour that makes the participation on camp/excursions potentially 

dangerous or unsafe for the child or for others. The Principal must be involved in these 

decisions.  

 Children with special needs may require individual assessment based on nature of excursion / 

camp activities and excursion duration. 

 Where applicable, a modified program (camp I.E.P) may be initiated by the teacher and 

discussed with parent(s)/ carer(s). Parents sign I.E.P’s for camp. 
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12.28 Bus Duty Overview 

Bus Duty Teacher Responsibilities: 

 To send bus list around to every class by 2.30pm 

 To be at the bus stop by 2.55 pm 

 To check each child onto the bus 

 To ensure that children follow bus stop rules while waiting for the bus. 

Class Teacher Responsibilities: 

 To ensure that early bus children are let out of class by 2.55pm. 

 

Student Responsibilities: 

 To wait for bus in an orderly manner in the designated area, not on the pathway. 

 To be on time for their bus. 

 To protect the plants by not walking through or on the gardens  

 To keep off the stairs are a general walkway  

 To keep off the stair railings. 

 To wait for the teacher to call them for the bus, and walk in an orderly manner to the bus, being 

respectful of others and younger children 

 Whilst travelling on the bus, students are expected to follow a respectful code of behaviour to 

peers, adults and bus driver and to stay seated on the bus, conducting themselves in a safe 

manner at all times    

 

Consequences for unacceptable behaviour  

 
1. Reminder or warning. 

 

2. Sit in office until bus arrives. Incident report written.  

 

3. For serious breaches of behaviour, whilst travelling on the school bus, the bus driver will issue 

consequences e.g. loss of travel pass, however, the bus duty teacher or class teacher and 

principal will follow up with the appropriate consequences at school. 
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12.29 After School Procedures  

 Parents ensure children are collected at 2:55 pm. 

 There is a teacher on bus duty until 3:30. However, the teacher is only on duty at the top of the 

school. 

 K – 3 wait on classroom verandas to be collected by parent and carer  

 Classes 4 – 7 wait in bus area  

 No playing on grass at the front of the school  

 Children are not to wait for parents at front of school or near car park 

 If parents are chatting or seeing a teacher, etc they must take responsibility for their child/ children 

and actively supervise or place their child / children in After School Care  

 Any child not collected by 3:15 must go into after school care   
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12.30 Weekly Bus duty tally sheet    

 

Week:   
This tally sheet is used to record breaking of basic school rules in a tally system. 
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Level 2 intervention: Time out in breezeways 

Level 3 intervention: Immediate removal from playground; sent to principal 
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12.31 Student Opinion Questionnaire 

Here are some things that students have said about this school. If you think the statement is true most of 

the time, then circle "YES" for yes. If you think the statement is true some of the time, then circle the "S" 

for sometimes. If you think the statement is false most of the time, then circle "NO" for no. Remember: 

 

YES = Mostly True   S = Sometimes   NO = Mostly False 

 

1. Students in my classes help each other.    1. YES   S   NO 

2. I like this school.       2. YES   S   NO 

3. My teachers care about me.     3. YES   S   NO 

4. I am proud of my school work.     4. YES   S   NO 

5. I know how I am supposed to act at school.   5. YES   S   NO 

6. I like the way my classroom looks.     6. YES   S   NO 

7. This school is a friendly place.     7. YES   S   NO 

8. My teachers make learning fun and interesting.  8. YES   S   NO 

9. I know I can ask the principal for help.    9. YES   S   NO 

10. Most of the kids I know at school like me.    10. YES   S   NO 

11. I do well in math.       11. YES   S   NO 

12. I do well in reading.      12. YES   S   NO 

13. I do well in writing (sentences and stories).   13. YES  S   NO 

14. Students who break the rules get in trouble.   14. YES  S   NO 

15. Students in my classes like each other.   15. YES   S   NO 

16. Students at school show respect for each other.   16. YES   S   NO 

17. I see the principal all around the school.    17. YES   S   NO 

18. My teachers help me when I don't understand.   18. YES   S   NO 

19. My teachers really listen to what I have to say.   19. YES   S   NO 

20. I am an important person at school.    20. YES   S   NO 

21. All students who break the rules are treated the same.  21. YES  S   NO 

22. I feel safe in my classrooms.     22. YES   S   NO 

23. I get along well with other kids in this school.   23. YES   S   NO 

24. What I am learning in school will help me.   24. YES   S   NO 

25. My teachers want me to do my best.    25. YES   S   NO 

26. Most of the teachers I know at school like me.   26. YES   S   NO 

27. I feel safe around the school.     27. YES   S   NO 

28. I do well in music.       28. YES  S   NO 

29. I do well in art activities.     29. YES  S   NO 

30. I do well in P.E.       30. YES  S   NO 
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Evaluation of the methods (for teachers and principal) 

 

Y = Yes S = Sometimes N = Never 

 

Proactive 

 

 There is an atmosphere of trust and respect in my classroom 

 The children in my class speak up about incidents 

 The children in my class stand up for each other 

 

Behaviour support 

 I use the playground tally list regularly 

 I use the bus tally list regularly 

 The tally lists are helpful 

 I feel supported by colleagues through the tally system 

 I write incident reports consequently 

 It is advisable to bring incident reports to the attention of the parents 

 I feel supported by the principal 

 Working with behaviour support plans has brought a significant improvement of behaviour 

 Parents are actively involved in the behaviour modification of their children 

 Working with behaviour support plans has reduced the amount of incidents significantly 

 The ratio of invested time and work to improvements of behaviour is balanced 

 

Suggestions: 

  



Student Welfare and Discipline Policy O:\Administration\Registration 2018\Final documents\3.6.2 Safe and Supportive 

Environment – Student Welfare – revised 2017 

 

12.32 Outside support Resources 

 

A New start for under Achievers (ANSUA) 

Postal Address: PO Box 310 Coffs Harbour 2450 

Phone:              66545381 

 

 

ABC Development Learning Centres  

Monday to Friday from 6:30am to 6:30 pm for children from 0-6 years old. 

Addresses:   2a Moonee Beach Road Moonee Beach 2450  

Free Call:    1800 222 543 

Phone:         6656 4277 

 

 

Aboriginal & Community Liaison Officer  

Address:   Police Station, Moonee Street Coffs Harbour 2450 

Phone:     6652 0299 

Contact:   Barry Hoskins, Brett Davis  

 

 

Bananacoast Life Education Centre  

Life Education is a Drug Awareness Program  

 

Primary school preventative health education, focusing on drug education, particularly smoking and alcohol. 

 

Phone/ Fax:   6564 7452 

Contact:         Cari Wobel, Educator   

 

 

Charlotte Rogers 

Art Therapist, Rhythmical Massage Therapist, Registered Nurse  

 

Phone: 6655 1158 / 0402469 699   

Email: Crogers3@mail2world.com Coffs Harbour and Bellingen  

 

 

Coffs Coast Toy Library – Toys for Kids  

Office Hours: Monday, Tuesday, Wednesday – Closed  

 

Thursday from 12:30pm to 5:00pm 

Friday from 9:30am to 12:30pm 

Saturday from 9:30am 12:30pm  

  

mailto:Crogers3@mail2world.com
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Coffs Harbour & District Family Day Care Scheme  

We provide ‘home based’ childcare 24 hours for children 0-12 years of age. We offer a career in 

childcare for care providers working from their own home. 

 

Address:             10 North Boambee Road Coffs Harbour 2450 

Postal Address:  PO Box 1636 Coffs Harbour 2450 

Phone:                6652 7819 

Fax:                     6651 7214 

E-Mail:                manage@coffsfdc.org.au 

Web Site:           www.coffsfdc.org.au 

Contact:             Inge Gosch, Manager 

 

Coffs Harbour Alternate Program for School 

An alternate program for students at risk. 

 

Address:     17a Curacoa Street Coffs Harbour 2450 

Phone:        6651 3051 – Robyn Harmon, 6651 7801 – Jane Pearce 

Fax:           6651 8580 

E-Mail:        Robyn.Harmon@tafensw.edu.au 

Contact:      Robyn Harmon – Coordinator, Jane Pearce – Home School Liaison Officer 

 

Coffs Harbour Podiatry 

Happy Feet Podiatrists - Coffs Harbour, NSW 

 

Address:  75 Albany St Coffs Harbour NSW, 2450 

   (02) 6651 3824  

Fax:    (02) 6651 3824 

 

Early Childhood Clinic – Bayldon  

Bayldon Community Centre  

 

Monday Mornings – 9:00am- 12:30pm by appointment only  

Wednesdays – 9:00am- 12:30pm and 2:00pm- 4:30pm – Drop in service  

 

Address:      Toormina Road Sawtell 2452 

Phone:         6658 2285 

Contact:       Kate Newman, Sister-in-change 

 

Early Childhood Clinic – Coffs Harbour  

Free Service – 0-5 years – Assist and support families with parenting. Also free immunisation clinic  

 

Open Monday to Friday 8:30am- 5:00pm. (Closed between 1:00pm-2:00pm lunch) By appointment 

only.  

 

Address:    29 Park Avenue Coffs Harbour 2450  

Phone:       6652 3503 

 

 

Early Childhood Clinic – Free Immunisation Clinic  

Please contact Coffs Harbour Early Childhood Clinic for details. 

 

Phone:    6652 3503 

 

 

 

 

 

 

 

 

 

mailto:manage@coffsfdc.org.au
http://www.coffsfdc.org.au/
mailto:Robyn.Harmon@tafensw.edu.au
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Early Childhood Clinic – Park Beach Plaza 

Open Wednesday – 9:30am- 4:00pm (closed between 1:00 pm- 2:00pm lunch) Drop in service    

 

Address:   Shop 60, Park Beach plaza, Pacific Highway Coffs Harbour 2450 

Phone:      6651 6868 

Contact:    Dr Cathryn Platt  

 

Early Childhood Clinic – Sawtell  

CWA Rooms – Elizabeth Street, Sawtell  

 

Open Thursday from 8:30am to 5:00pm (Closed between 1:00pm- 2:00pm) Drop in service  

 

Address:     Elizabeth Street Sawtell 2452 

Phone:        6652 3505  

 

 

Early Childhood Clinic – Woolgoolga  

Open Tuesday and Thursday from 9:00am- 12:30pm and 2:00pm- 4:00pm. – Drop in service  

 

Wednesday mornings from 9:00am- 12:00 noon. By appointment only. 

 

Address:   29 Beach Street Woolgoolga 2456 

 

 

Early Childhood Intervention Program  

Address:             13 Kane Crescent Coffs Harbour 2450 

Postal Address:   PO Box 1977 Coffs Harbour 2450 

Phone:                 6652 4225 

Contact:               Joy Leach, Director  

 

 

Grandparents & Kin Careers  

For further information please phone. 

 

Phone:       6658 4655  

 

 

Holistic Counselling for Crisis and other Concerns  

For further information please phone. 

 

Phone:      6652 5637 
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Interrelate – Family Centres 

Office Hours: 

 

Monday to Friday from 9:00am- 5:00pm 

Thursday Nights: 5:00pm- 8:00pm 

Saturday Mornings: 9:00am- 12:00pm 

 

Providing counselling, marriage guidance, dispute resolution service, individuals, couples and families, 

relationship education, groups, anger management, post separation parenting program. 

 

Address:    258 Harbour Drive Coffs Harbour 2450 

Postal Address:  PO Box 23 Coffs Harbour 2450 

Phone:    6651 1010 

Free Call:    1300 736 966       

Fax:     6651 9058 

E-Mail:    coffsharbour@interrelate.org.au  

Web Site:    www.interrelate.org.au  

Contact:     Emma 

 

McCombie and Associates – Psychologist 

Marriage guidance, rehabilitation, pain control and children’s problems. Male and female 

psychologists available  

 

Address:    68 Albany Street Coffs Harbour 2450 

Postal Address:   PO Box 931 Coffs Harbour 2450 

Phone:     6652 2825 

Fax:     6651 6756 

E-Mail:    mcpsychl@uss.net.au  

Contact:    Cheryl McCombie, Manger  

 

Network of Community Activities 

Network is a resource and advisory organisation offering help for before and after school hour’s centres, 

vacation programs, communality art programs for people with disabilities. It runs workshops, prints a 

regular newsletter and publishes other materials. 

 

Address:    66 Albion Street Surry Hills 2010 

Phone:    02 9212 3244 

 

Neurofeedback Clinic  

Dr. K.W. Pyle Clinical Director   

 

Address:   2 Garden Terrace, 6 Elbow Street Coffs Harbour NSW 2450 

Phone:   02 6650 0998 

Fax:    02 6650 0918 

E-Mail:    neurofeedbackclinic@gmail.com  

  

mailto:coffsharbour@interrelate.org.au
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mailto:neurofeedbackclinic@gmail.com
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North Coast Health Service – Dental Clinic  

Free examination at school for children from Kindergarten, Year’s 2, 4, 6 and 8 irrespective of school 

attended. Adults – Health Care Card and Pensioners Card emergency clinic only – for relief of pain  

 

Phone:    6656 7800 or 6656 7287 

Contact:   Gordon Wainwright, Senior Dentist   

Address:    Coffs Harbour Health Campus, 345 Pacific Highway Coffs Harbour 2450 

Postal Address:   Locked Bag 812 Coffs Harbour 2450  

 

Occupational Therapists  

 

Postal Address:   PO Box 1346 Coffs Harbour  

Phone:   0409 090 014 

Contact:  Ann Crane   

 

 

Parent Line  

All Counsellors are fully qualified – tertiary educated. Can deal with problems from 0-18 years old. 

Operated by Centacare Catholic Community Services 

Phone: 132 055 Free from NSW from 9:00am- 4:30pm  

 

Special Needs Support Group Inc  

Address:    13 Kane Crescent Coffs Harbour 2450 

Postal Address:   PO Box 1977 Coffs Harbour 2450 

Phone:    6652 8080 

Contact:    Cathy Jourdant, President  

 

 

Coffs Harbour Speech Pathology 

Speech Pathologists - Coffs Harbour, NSW 

 

Address:   75 Albany St Coffs Harbour NSW, 2450 

    0417 623 866 

 

Uniting Care Burnside: Family Support Service 

Coffs Harbour  

 

Provides a range of support services to families with children 0- 12 years old. Services include: Supported 

playgroups, family work, parenting and personal development groups, information, referral and support 

 

Address:    7 McLean Street Coffs Harbour 2450 

Postal Address:  PO Box 2058 Coffs Harbour 2450 

Phone:    6652 7666 

Fax:     6652 7594 

E-Mail:    rallen@burnside.org.au  

Web Site:    www.burnside.org.au  

Contact:    Ruth Allen, Co-ordinator  

  

mailto:rallen@burnside.org.au
http://www.burnside.org.au/
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12.33 Books, Websites and Resources 

 

 

Books:  

 Glasser, W. (1992). The Quality School – Managing Students without Coercion. Harper Collins. 

 Porter, L. (2000). Student Behaviour: Theory and Practice for teachers. Allan And Unwin  

 Rogers, B. (1995). Managing Behaviour – A whole-school approach. Ashton Scholastic 

 Gossen, D. and Anderson, J. (1995). Creating the conditions: Leadership for Quality School. New 

View Publications  

 

Website: 

Positive Behaviour Interventions and Supports (PBIS) 

http://www.pbis.org/main.htm 

 

Resources: 

The School Self-Evaluation Toolkit 

Final word protocol 

Building a Climate of Respect 

Discipline and students with disabilities   

  

http://www.pbis.org/main.htm
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12.34 Recommendation Student welfare overview Proactive Strategies  

 

Recommendation Student welfare overview Proactive Strategies 

WHEN WHAT WHO 

TERM 1  

 

 

Social Skills Program- 

establishing behaviour 

expectations 

Anti-Bullying Program 

Peer Support Program   

 

Class I Transition   

(Crossing of the bridge) 

 

K-6 class teachers, Principal.  

 

 

K-6 class teachers,  Principal   

K-6 class teachers, Principal, 

aides.  

Kinder T’s, Class 1 T, Class 4 T 

Principal, aide, parents, Class 4  

buddies    

TERM 2  Drug  Education  

Life Education Van (even 

years) & Drug Ed. 

 

Social Skills/ 

Anti-Bullying Program – 

ongoing review term 1 and 

extend 

1-6 class teachers, life Ed Teacher  

 

 

K-6 class teachers, Principal  

 

 

 

TERM 3  Child Protection  

 

Social Skills/ Anti Bullying 

Program – ongoing review 

Term 1 and Extend  

K-6 class teachers  

 

K-6 class teacher ,  Principal 

 

 

 

TERM 4 

 

 

 

 

 

           

Year 6 Transition to High 

School 

 

Year 5 leadership 

preparation program 

 

Year 4 leadership 

preparation program,  

 

Kinder transition program,  

 

Orientation for Peach 

blossom and Parents 

 

Social skills/ Anti Bullying 

Program- ongoing review 

term 1 and extend  

Year 6 Presentation   

Year 6 play and farewell 

School T’s. 

 

 

Year 5 teacher.  

 

 

Yr 4 buddies kinder T’s, Parents.  

 

Kinder T’s, Class T’s  

Parents 

 

E.C Teachers  

E.C Teachers Assistant  

Parents. 

 

K-6 classes, teachers, Principal. 

 

 

All school, staff, parents. 


