School Wide Positive Behaviour
Support Program

I show Respect, I am Safe, I take Responsibility

‘Unleashing Potential’

1: School Profile.
ABOUT US
Manifold Heights Primary School is situated in a quiet residential area of Manifold Heights, a suburb of
Geelong, Victoria, Australia.
The school population is steady at 400 students who are drawn from an established, stable residential
area of private housing, as well as from a catchment that extends well beyond the local environment.
The school caters for students from Prep to Year 6.
The school leadership team consists of a Principal, Assistant Principal, one Leading Teacher and 5 Team
leaders. The staffing profile reflects a great mix of graduates and very experienced teachers, females
and males. Many staff members and parents have enjoyed a long association with the school.
Over the past three years the numbers of families and students who have come from non-English
speaking backgrounds has increased. Our team of aides work with students displaying both physical
and intellectual/academic special needs. The life skills/oral language program has proved invaluable in
providing a well rounded program to not only our PSD students but also other students needing
additional assistance.
A dedicated, professional teaching and non teaching staff enable us to run a variety of programs at our
school. Our Positive Behaviour Support program (PBS) provides the framework for programs. The staff
members are caring and respectful of students’ needs and are committed to the development of
positive relationships, which foster learning. Each year begins with the “Starting Right” program as a
way of setting up classroom environments. The Inquiry Learning approach forms the basis of our
learning programs in all classrooms. Our partnership with Access Ministries has provided the support of
a Chaplain for two days a week and also proved to be an outstanding success.
Our expectation for acceptable behaviour is high and we believe we have a number programs and
procedures in place to promote this throughout our school and community. We aim to focus on
prevention and early intervention, with appropriate actions and consequences.

2: Whole School Prevention.
Vision
The Manifold Heights Primary School Community nurtures potential for life-long learning.

Motto
Unleashing Potential

Mission
We will engage and challenge all students to reach their full potential within a safe, respectful and
positive learning environment.

Values
I show Respect
I am Safe
I take Responsibility

Meet our SWPBS characters:

NATIONAL VALUES FOR AUSTRALIAN SCHOOLS
Our values work in well with the nine values identified in the National Framework.
1. Care and compassion – Care of self and others.
2. Doing your best - Seek to accomplish something worthy and admirable, try hard, pursue
excellence.
3. Fair go – Pursue and protect the common good where all people are treated fairly for a just
society.
4. Freedom – Enjoy all the rights and privileges of Australian citizenship free from unnecessary
interference or control, and stand up for the rights of others.
5. Honesty and Trustworthiness – Be honest, sincere and seek the truth,
6. Integrity – Act in accordance with principles of moral and ethical conduct, ensure consistency
between words and deeds.
7. Respect – Treat others with consideration and regards, respect another person’s point of view.
8. Responsibility – Be accountable for one’s own actions, resolve differences in constructive, non
violent and peaceful ways, contribute to society and to civic life, take care of the environment.
9. Understanding, Tolerance and Inclusion – Be aware of others and their cultures, accept diversity
within a democratic society, being included and including others,
We aim to develop positive, respectful and co-operative relationships, within an open, welcoming and
trusting school community and thus encouraging the development of health and well-being, self
esteem and achievement.
We want students to develop resilience to cope with life’s challenges through beginning to learn how
to be responsible for their own wellbeing, learning, personal growth and self-discipline.
The Manifold Heights Primary School’s values are taught and celebrated as part of everyday work,
behaviour boundaries are set, and a learning environment is created where participation of the child is
optimised.

GUIDELINES
Manifold Heights Primary School intends to maintain a setting where students are happy and selfconfident, and have a positive outlook towards school life and learning.
Our discipline procedures will be seen as opportunities for teaching and learning, whereby students are
able to develop skills of self-management, problem solving, negotiation and decision making. We will
always endeavour to ensure that expectations of student behaviour will be fair, logical, clearly stated
and consistently applied. Encouragement and reflection are seen as most effectively shaping positive
behaviour.
Our School Wide Positive Behaviour Support Program is based on the following guiding principles:


An agreed and consistent whole school approach,



Focus on the relationship and how people are affected,



Restore damaged relationships,



Talk about the behaviour without blaming or becoming personal,



See mistakes and misbehaviour as a opportunity for learning,



Accept that sometimes we cannot get to the ultimate truth,



Acknowledge the right and responsibility of all members of the school community,



Based on a proactive approach with understood and accepted consequences for inappropriate
behaviour,



Consideration of individual student needs and difference.

3: Rights and Responsibilities.

4: Shared Expectations
Following are some strategies we can use to develop our Positive Behaviour and Relationships with our
friends, teachers, parents and community members.

STANDING STRONG
This strategy will foster assertiveness, character building and personal responsibility for the things that
happen in our lives.
The simple steps are:
1. When you are confronted by unwanted behaviour from another child you have to say –
“STOP – I DON’T WANT YOU TO DO THAT!
DO YOU UNDERSTAND”?
This approach encourages you to STAND STRONG, to be
assertive – “you are disturbing me, you are making me
unhappy, you have no right to do this”.
2. The child who has caused the problem now has a choice.
A good choice will be to stop the behaviour, a poor choice
would be to continue, but the choice is theirs. They have been
told that it is unwanted behaviour.

3. Should the unwanted behaviour continue, the child who has stood strong is now encouraged to
seek the support of an adult.
This strategy is for everywhere – in the classroom, in the backyard, on the bus, at the dinner table, in
the schoolyard.
Two notes 

This is not a strategy for serious misbehaviour or major issues. This is about the day to day problems
that often lead to bullying and unhappiness.

 This strategy works best when “Peers” stand strong and back up the individual who is standing
strong.

CHOICE
Life is a series of CHOICES!
The teachers at our school will support you with this major facet of life by asking you to verbalise your
choices. In doing so you will accept that
 “I” have a choice
 It’s my choice
 I am responsible
We will encourage you to see that some choices are good choices and others are poor choices …. but
there is always a choice.
The key to this strategy is to look for the good choices that you make regularly throughout the day and
acknowledge them –
“that was a good choice”.
YOU choose –
 How you react to situations
 How people will affect your mood
 To be in a good mood or a bad mood
The bottom line:
IT’S YOUR CHOICE HOW YOU LIVE LIFE.

AWARDS
STUDENT OF THE WEEK & DAZZLE CERTIFICATES
Each week teachers at Manifold Heights Primary School select a student in their class to be awarded
the “Student of the Week” certificate. The nomination is based on students applying their skills and
knowledge of our School Values in everyday situations at school.
This award reinforces our values and children are rewarded through:
 recognition at assembly in front of their peers, teachers and parents.
 receiving a certificate which is displayed in the school foyer during the week.
 Dazzle Certificated & Special Reward Tokens
 Opportunity to cash tokens in for rewards.
Below is a picture of the current certificates.

SCHOOL ATTENDANCE
Regular school attendance enables students to maximise their full educational potential and to actively
participate and engage in their learning. It is important that children develop habits of regular
attendance at an early age. Students who are regularly absent from school are at risk of missing out on
fundamental aspects of their educational and social development. There is a direct link between the
number of absence days and academic achievement.
Whole School Understandings:
 Students are expected to come to school everyday unless they are ill.
 Students need to be on time so that they do not lose valuable learning time and opportunities.
 Teachers will mark the roll twice a day (morning and after lunch). If your child arrives late or leaves
early, they may be marked as absent.
 If students are absent for several days in a row, a phone call will be made to parents.
 Parents should not make appointments during the school day for their students unless absolutely
necessary.
 Students who experience extended periods of illness and absence will have school work provided
to them.
 Parents need to notify the school in advance if an extended absence is planned. The school does
not encourage holidays within the school term when learning opportunities are lost.
 Parents must provide written explanation when their child is absent from school using the
prescribed proforma. These are available at the office.
 Absences will be recorded on the Department system daily.
Why ‘It’s Not OK to Be Late to School’:
Students being late to school can have an effect on the teacher, other students in their class and
themselves in the following ways.
Students who stay away from or come late to school:
 Miss out on talking to their class teacher before school.
 Miss out on playing with other children before school.
 Miss out on organisation time, for example getting their workbooks and pencil case from their tub
and setting up their table for the day.
 Miss out on roll marking, lunch orders being sent to the canteen and taking monies or notices to the
office – and their notices and lunch orders often stay in their school bag.
 Miss out on learning time when they take their lunch order to the canteen and monies or notices to
the office later.
 Miss out on hearing what’s happening for the day.
 Are often unsure about what they have to do in the lesson.
 Can arrive at their classroom, find that their class has moved and then waste time wandering
around the school searching for the group.
 Can arrive at their classroom to find that their class has gone to a specialist lesson and they do not
know where to go.
 Miss out on reading and writing learning time.
 Find learning becomes disjointed and difficult.
 Are failing to take responsibility for their learning.
 Tend not to see being late as a problem.
 Are often unapologetic to the teacher and the class.
 Distract other students when they arrive.

Teachers:
 Need to repeat instructions and/or find extra sheets or material before late students can begin
working.
 Need to give late students extra attention so that they know what has happened or what the class
is doing.
 Can be expected by the parents of latecomers to be available although teaching has begun.
 Have to find time to communicate their concerns to parents about unexplained absenteeism and
late attendance by phone, a note or a meeting after school.
Why ‘It’s Not OK to Be Away’
When students stay away from school their learning and friendships are affected and their teachers can
become frustrated and disappointed because learning becomes disjointed and difficult.
Students who stay away from school:
 Miss the introduction of new work.
 Fail to complete work.
 Miss revision.
 Miss maths, reading and spelling tests.
 Miss homework explanation and develop inconsistent homework returns.
 fall behind with their learning.
 Develop disjointed home-reading routines.
 May lack confidence and feel embarrassed because they cannot do work the class has been
studying.
 Feel left out from class discussion when they have missed a special class activity and cannot do the
associated work.
 Miss specialist lessons because these lessons only
occur once a week and so, for example, art work is
not completed or is rushed in order to finish in the
limited time available, physical education skill work is
not practiced, library work is not completed and
library skill information is missed.
 Miss notices and newsletters.
 Miss celebrations, for example student of the week,
class awards, excursions, school visitors, assemblies
and special activities.
 Can find it difficult to break into established
friendship groups and develop good friendships with
their peers.
 Can develop a poor attitude towards school believing
‘I won’t miss much if I’m not at school’.
 Fail to realise that the teachers and students miss
them.

Parents and caregivers are powerful figures in influencing the behavior of young people. You play an important
role in supporting your child to be safe and make informed choices.

The Unleashing Potential Award
At the end of every term, the Principal awards the Unleashing Potential award to one student in each
team level – Preps, Juniors (Yrs 1&2), Middles (Yrs 3&4) and Seniors (Yrs 5&6).
The award acknowledges those students who are consistently hardworking, have a wonderful learning
attitude, are self motivated and disciplined, and achieve excellent academic results. The award is
presented at the end of term assembly. Parents are always notified during the last two weeks of term
if their child has been nominated by the staff.

BUDDY PROGRAM
Each year during the Transition program, the Prep teachers organise the Buddy Program between
Kindergarten students and Manifold Heights Year 5 students.
Our new Preps are each allocated a Year 5 student to help them settle into school. The Senior students
befriend their Prep buddies and work with them in many ways including:
 Meeting them prior to morning recess and helping them to distinguish their snack food from their
lunch.
 Helping with shoe laces.
 Helping to take jumpers on and off.
 Escorting them outside and showing them where they can and can’t play.
 Playing with their buddies in the Gunyah (an outdoor room set up like a Kindergarten room ie: dress
up corner, book corner, games, cushions).
 Helping them develop the social skills necessary to play with their own friends,
 explaining our school rules and expectations.
 Working with their buddies during literacy activities and special whole school days.
At Manifold Heights we know our Year 5 students will provide our new students with two years of
support and friendship making their transition to Primary School a very happy one.

RESTORATIVE PRACTICES
Restorative practices are a powerful way of looking at responses to misbehaviour. While students are
accountable for their behaviour, it focuses on repairing the harm done to people and relationships
rather than on punishing offenders. The process focuses on healing and the related empowerment of
those affected by an incident; it enhances relationships and builds social capital.
Our Restorative justice program aims to develop:
 A community that values the building of quality relationships, coupled with clear expectations
and limits,
 Restorative skills, in the way we interact with young people, and using teachable moments to
enhance learning,
 Restorative processes that resolve conflict and repair damaged relationships; and
 A community that is forward-looking, optimistic and inclusive.
How does it work?
 The students try to fix things up by participating in a Restorative Conference,
 The teacher asks a number of questions to lead the discussion,
 Encourages all those affected by the conflict to find a way forward, reducing anger and
resentment,
 All those involved have a chance to tell their side of the story,
 Each student has a chance to say how things can be fixed up,





An agreement is reached – it may still involve discipline procedures,
Relationships are healed wherever possible,
If a student refuses to participate in a Restorative Conference to repair the harm or to sort out
an issue the school will follow other procedures to decide if a consequence is required for that
student.

Typical questions asked of the offender and victim includes:
 Can you tell me what has happened? (both)
 What were you thinking at the time? (both)
 What have you thought about since then? (both)
 Who do you think has been affected by your behaviour? (offender)
 How do you think they have been affected? (offender)
 How have you been affected? (victim)
 What has been the hardest thing for you? (victim)
 What do we need to do to fix things? (both)
 What would you like to see happen to repair the harm? (both)
This process reduces bullying and helps students learn to make and keep friends.

BULLY BUSTING
Bullying is when someone or a group of people who have more power at the time, deliberately upset or
hurt another person repeatedly and deliberately.
The tendency to ‘over-include’ is a major obstacle in preventing bullying. If every single act of
meanness or social rejection is categorised as bullying, then we will find it difficult to respond firmly to
the complex situations of repeated and deliberate harassment that constitutes bullying.
Key features of bullying include:
 It is deliberate,
 The behaviour does cause distress for the recipient,
 It is directed towards a specific person or group,
 There is a repeated pattern of attacks,
 There is an imbalance of power,
 The behaviour is unreasonable and unjustifiable,
 The recipient usually finds it difficult to leave or avoid the bullying situation,
 It can be verbal, physical, social or psychological.
 It can be done in person, by manipulating others to take part, or by electronic means such as email, text messages or chat rooms.
Bullying is NOT:
 A situation where there is mutual conflict – ie: a balance of power where students are both
upset and usually want a resolution to the problem,
 Social rejection or dislike (unless it is a repeated act and directed towards a specific person)
 Single episodes of nastiness or meanness or random acts of aggression or intimidation.
What can I do if my child is being bullied?
1. Listen carefully to your child and show concern and support.
2. Give sensible advice – don’t encourage your child to fight back, this will most likely increase the
bullying.

3. Assist your child to develop positive strategies including:
o Saying leave me alone and calmly walking away
o Avoiding situations that might expose them to further bullying
o Making new friends
4. Ask your child the following questions to understand if there is a repeated pattern:
o What, where and when did the incident happen?
o Who was involved on each occasion?
o Did anyone else see it and, if so, who?
o What solutions have been tried so far?
o The names of any teachers who are aware of the problem?
5. Work with our staff to solve the problem. Remember, if you were not aware that your child was
being bullied, then perhaps your child’s teacher did not know about it either.
o Make an appointment with your child’s teacher,
o Make note of the points you want to discuss,
o Stay calm and present the information you have
o Be confident that you can work together to try and fix the problem
o The school will need tome to investigate and to talk to teachers, and perhaps, other
students.
6. Ask when you can expect the staff to get back to you on the outcome.
7. If needed, ask for the school counsellor to become involved.
8. Encourage your child to report any further bullying incidents to a teacher they trust at school.
What should I NOT do if my child is being bullied?
1. Do not directly approach any other student who you believe may have been involved in bullying
your child.
2. Do not try to sort the issues out with their parents. This usually doesn’t work and makes the
situation much worse.
What if my child is bullying others?
1. Respond calmly and non-defensively, and commit to working with us to manage the problem in a
helpful way.
2. See the situation as an opportunity for your child to learn important developmental lessons.
What should I NOT do if my child is bullying others?
1. Do not directly approach the bullied student or their family or try to get other parents to take your
child’s side.

CYBER CARE
A new frontier has developed and for many adults it is foreign to us. This new frontier is the Cyber
World. This world offers our kids some pretty amazing things that can help foster their growth as an
individual and provide information that accelerates their educational learning opportunities.
Developed as an educator’s tool for sharing, the internet and cyber world can take on a dark side. To
understand the risk factors associated with this dark side, parents and teachers must get to know the
cyber world immediately.

Knowing what our kids are doing on-line will help us (parents and teachers), help them navigate their
way through this world and be responsible users. Conversations about safe and responsible practices
must occur frequently both at school and at home. Students at Manifold Heights are required to sign
an Acceptable Use Agreement for Internet and Digital Technologies before being allowed access to
multi media at our school. Inappropriate behaviour will be deal with under the school’s Behaviour
Management policy.
What are Kids doing on-line?
5-7 years: Five- to seven-year-old children have a positive outlook and an accepting nature. They take
pride in their new reading and counting skills and love to converse and share ideas. They are eager to
behave well; they are trusting; and they don't question authority.
Children at this age may be very capable at using computers, i.e. following commands, using the
mouse, and playing computer games. They are, however, highly dependent on adults or older children
to help them find web sites, interpret online information
or send e-mail.
They:








Will accept media content at face value.
Don't have the critical thinking skills to be online alone.
May be frightened by media images, both real and fictional.
May be frightened by realistic portrayals of violence, threats or dangers.
Are vulnerable to online marketers who encourage them to give out personal information through
surveys, contests and registration forms.
Risk moving from appropriate to inappropriate sites through hyperlinks.
May be exposed to search results that link to inappropriate web sites.

8-11 years: The research shows that children in middle and
upper primary years are emerging users of internet-enabled
computers and mobile phones.
Children 8–11 years report participating in a range of internet
and mobile phone activities. They:








Use the internet to play online games against other players.
Use the internet to complete homework.
Use mobile phones for talking.
Use computers for messaging.
Use computers for watching/listening to media.
Use computers for social networking.
Use a mobile phone for messaging.

Concepts we need to teach our children/students:
Concepts

Lower Primary

Middle and Upper Primary - as with
Lower Primary plus:

Digital media literacy



Identifying appropriate online
content and places
Difference between animated and
fictional characters and real life
Speaking person to person online
Compare strangers in the real
world to strangers online




Respectful communication /
netiquette
Including, not excluding
Appropriate language to others
Being kind when online











Positive online behaviour












Analysing online symbols
Identifying avatars as online
constructs
Violence in games does not reflect
real life behaviours
Identify commercials content- ads
Using online help
Protecting personal information
Appropriate contact
Using adult supervision
Responding to unwelcome contact
Cyberbullying – identifying,
responding, reporting, preventing
Role of bystander in cyberbullying
Behaving ethically with handheld
devices eg: mobile phone cameras

Peer and personal safety





Using adult assistance
What is personal information?
Name, address and school should
not be shared online without
permission







Privacy
Grooming processes
Identifying feeling unsafe
Trusted adults and online help
Protecting personal information of
yours and others

e-Smart






Safe technology use
Email and how it works
Adult supervision
What to do when feeling unsafe







Email etiquette
Spam
Pop-ups
Viruses
Scams

What does it mean to be Cybersafe?

If we want to know what is going on in the Cyberworld
with our kids, we need to get into the cyberworld!

Behaving safely online means:
 Protecting their own privacy and personal information (we used to call it “stranger danger”).
 Selecting appropriate spaces to work and contribute.
 Protecting the privacy of others (this can be sharing personal information or images).
 Being proactive in letting someone know if there is something “not quite right”. At home this
would be a parent or guardian, at school a teacher.
These principles of safety and responsibility are not specific for the web but certainly apply to the use
of internet at home and school. Just as in the real world, the virtual world of the internet involves
some risks. We need to make sure students understand the cyber world and it’s pitfalls in order to
minimise these risks.
http://www.cybersmart.gov.au has lots of information to help us achieve this.

What is cyberbullying?
Cyberbullying is commonly defined as the use of information and communication technologies to
support repeated and deliberate hostile behaviour intended to harm others. It is sometimes used as an
extension to other forms of bullying, and can result in the target of bullying experiencing social,
psychological and academic difficulties.
Children and young people can also be affected by hostile behaviour that does not fit the definition of
cyberbullying. For example, a one off insensitive or negative remark or joke online or via text is not
cyberbullying by definition. However, the impact can be widespread due to the rapid dissemination and
the relative permanency of the message sent. Unfortunately most cyberbullying occurs outside the
school’s view or control.
What does it look like?
Cyberbullying can be conducted in many ways, using different media including:







The sending of abusive texts or emails.
Taking and sharing unflattering or private images, including naked or sexual images.
Posting unkind messages or inappropriate images on social networking sites.
Excluding individuals from online chats or other communication.
Assuming the identity of the victim online and representing them in a negative manner or
manner that may damage their relationship with others.
Repeatedly, and for no strategic reason, attacking players in online gaming.

Cyberbullying can happen to anyone, not just those generally considered vulnerable. Confident,
outgoing individuals can also be targeted.
Research has identified that girls are more likely to report that they have been victims of cyberbullying
than boys, potentially because they engage in a higher level of technology-assisted social
communication such as using SMS, emailing and social networking.
Tips for parents
The following will help parents get into the cyberworld with their
kids. By no means are these tips universal and work for every
situation. We need to understand that the internet and the actions
in the cyberworld is a human behavior, and working with a human
behavior, nothing is universal. Each family is different and each
family needs to take the time to discover what works for your
situation and your family.




Centralise the computer – Put the online accessibility of the computer in a room that is frequented
by parents constantly. Make the computer screen be viewable.
Avoid technology in children’s bedrooms. E.g. iPads/ Phones
Consistent Communication – Probably the most important strategy we can resource to as parents is
simply establishing consistent communication with our kids who are going online. Establish
proactive communication with your kids that focuses on their online etiquette and behavior. This
channel of consistent communication will not only develop trust, but will also serve as a lifeline for
our kids when they experience a threatening situation in the cyberworld.



Online Experience and Knowledge – Parents must become tech savvy and experienced with online
applications. It is critical that parents spend time navigating through the internet on their own and
learning the capabilities of the computer. Sign up for classes which keep up with the currents
trends and changing technology. The more knowledge a parent can develop about the internet and
risk factors associated with it, the better equipped parents will be to secure the safety of children
while online.



Blogging, Chatrooms and Social Networking Sites – Along the same lines as online experience and
knowledge, parents need to develop an understanding of how Blogging, Chatrooms, and Social
Networking sites operate. When MySpace and other social networking sites are used with
responsibility, they are a tremendous tool for kids to connect with one another and stay in contact.
Unfortunately it is when these social networking sites are abused do they turn into a risk factor for
our kids. Spend some time in the social networking sites and discover the safety features each one
has to offer.



Be There: Establish an Emergency Communication System – Assure rapid communication with your
child while they are online. Parents can not spend every minute of the day next to their child while
online. Software is available to help your kids report and document these situations. CyberBully
Alert allows parents to be notified by their child and parents will have a saved screen shot to use for
documentation.

Not being the bully’s target – Tips for students.
When bullies aim and fire, these are the behaviours they want to see.
eyes
face
lips
head
shoulders
voice
body movements
verbal retaliation
feeling demonstrated
demeanour

red, teary, weepy, narrowed, looking down or away
white, red, tense muscles
tight or mouth open
down
slumped, bent over, pulled back
very quiet, angry, upset, muffled, a grunt
frozen, stuck, paralysed, rigid, fidgeting, walking away
blabbering, criticising back, blaming
fear, angry, hurt, hate, embarrassment, teariness, frustration
doing nothing or being powerless

How can I protect myself?
When you feel you are being bullied do you….
1.
2.
3.
4.
5.
6.
7.
8.

Look the other child in the eye?
Have a friendly look on your face?
Stand straight?
Move without jiggling?
Speak calmly and clearly?
Say something neutral, clever or assertive?
Express their frustration and hurt directly to the bully?
Share their frustration and hurt with someone in authority?

What about me?
Do I look like a …..
 Piece of limp celery
 Jiggling tea bag
 Frightened tortoise
 Couch potato
 Frozen ice block
 Wriggling octopus
 Miserable mess
 Prickly echidna
Instead ….
 Look like a confident great Dane
 Stand like a karate expert
 Move like an athlete
 Speak like an actor
 Joke like a comedian
 Repel like a prickly blackberry bush
 Behave like a popular kid
Is it hard? Can be but……
 You should fake it until you make it
 Persistence means success
 Practice makes any behaviour automatic
 You will still be the same person, but happier




You need to stop making the bully happy
You need to give it an go and know when to say “no!”

Retorts – what do I say?
Try these….
Agree
Bully: You have cabbage ears
Retort:
I know
Bully: You’re a dag
Retort:
How long did it take you to figure that out?
So what?
Only on Wednesdays!
Disagree
Bully: You’re a freckle face
Retort:
I’m not a freckle face, I’m a speckle face
Bully: You are such a square
Retort:
how can you say that when I am actually a hexagon?
Intellectualise
Bully: You’re so ugly
Retort:
You said the same thing last week and the week before and, quite frankly, I’m a little bored.
Can’t you think of anything else to say?
The concept of ugliness is influenced by popular opinion, genetics, developmental age and
culture. Could you be more specific and clarify?
Change the subject
Bully: Why don’t you go away?
Retort:
I really like this place – it has special meaning for me
Can you show me where I should go on a map?
Be irrelevant or beat around the bush
Bully: Where are all your friends?
Retort:
Ask them yourself
We are not meeting until later
Hear the tease, give the reply
These are especially good when you can’t think of what to say and need to make it quick, or when you
are feeling very scared. Say anything that means nothing, but sounds OK.
I hear what you say
Big deal
Whoopydo!
So what!
Beg your pardon
Really
Fancy that
Gee whiz
Get your facts right
I didn’t realise
Why didn’t you tell me earlier?
Bullies hate being embarrassed. They have expected you to react, but you have responded instead, in
a calm, polite, assertive manner, and have not given away your power. Bullies are totally confused by
the subtle sting of an effective retort and, as a result, often appear quite silly. They don’t like this. It
means they have lost their magical powers.
The fear of being further embarrassed by you, especially in front of an audience, stops the bully.

5: School actions and consequences
BEHAVIOUR MANAGEMENT PROGRAM
At Manifold Heights Primary School we put all these programs and procedures in place but sometimes
students still find themselves in situations that need to be worked though at the Office.
We view our relationships with our students as a kind of bank balance. Every time you say something
positive to a child you are making a relationship deposit. Every time you say something negative to a
child you are making a relationship withdrawal. It takes 7 positive to counter balance 1 negative
withdrawal!
If you have an incident with a student you need to repair the relationship so that the bank balance does
not go into debit.
Consequences for their actions always come with support and guidance, and are seen as opportunities
to learn and reflect. This is applied through two processes:
 Classroom Behaviour Management Process, and the
 Playground Behaviour Management Process.
Managing Class Behaviour:
At the beginning of each year the classroom teacher in conjunction with the class establishes the
classroom rules and expectations as part of the school’s Starting Right Program. All students, staff and
visitors are expected to work within these parameters when working in this classroom. Staying on
Track process is used throughout the school.
Students who have a disregard for the classroom rules, the lesson being offered, or are behaving in
such a manner as to interfere with the educational opportunities of other students, will be removed
from the class.

MANAGING CLASS BEHAVIOUR
REFLECTION PAGE
Name:

Grade:

Reflection No.

1. What happened?
Think about why
you have been
asked to leave the
room.

2. What was I thinking about when it happened?

3. What effect is my behaviour having on me, others and, my learning?

4. How can I fix things up?

5. I agree to……..

MANAGING CLASS BEHAVIOUR REFLECTION PAGE
YOUNGER STUDENT
Name:

Grade:

Reflection No.

Draw/Write what happened.

How do you feel?

Angry

Don’t Care

Shocked

Draw/Write how you can fix things up.

Resto

Managing Yard Behaviour:
At the beginning of the year all classes revise the school values and discuss our expectations about
student behaviour outside in the yard. All classes establish their protocols for equipment borrowing
and appropriate games that can be played. Our emphasis is on Safe, Fair and Friendly.

SCHOOL WIDE POSITIVE BEHAVIOUR SUPPORT PROGRAM
UNACCEPTABLE STUDENT CONDUCT – CLASSROOM/PLAYGROUND
INFORMATION TO PARENTS

Dear ___________________________________________,
Your child ________________________________________ has infringed our PBS guidelines. The details are outlined below.
Could you please discuss this incident with your child, sign below and ensure that this notice is returned to the office the
next school day. If you have any further concerns please contact the teacher listed below.
Yours sincerely,

Barry Rowland

TYPE OF MISCONDUCT
Refusing to follow instructions
Harassment/Teasing
Swearing
Minor vandalism
Breach of computer agreement
Repeated minor level behaviour

Fighting/Pushing/Tripping/Tackling roughly
Throwing things dangerously
Stealing
Spitting
Leaving school grounds
Other:

ACTION TAKEN

PARENT ACTION REQUIRED
Discuss incident with your child –School has dealt
with this matter
Ring school and talk to Principal

Ring school and talk to duty teacher
Arrange a meeting with Principal/Teacher

……………………………………………..
Signature of Principal

……………………………….
Date

……………………………………………..
Signature of Parent

………………………………..
Date

POSITIVE BEHAVIOUR & RELATIONSHIPS
UNACCEPTABLE STUDENT CONDUCT – INFORMATION TO PARENTS

Date …………………………..

Dear …………………………………………………………
Today your child ______________________________________________ was the victim of another
student’s unacceptable behaviour. We have followed the procedures outlined in our PBS Program.
It is indeed a concern for our school when students make the school an unsafe place for others and
themselves through unacceptable behaviour. If you have any queries regarding this matter, please do
not hesitate to contact me, or the nominated duty teacher.
Yours sincerely

Barry Rowland & Peta Mundine
Principal Team
The incident was:

Action taken:

SUSPENSION GUIDELINES
What has to happen before a suspension occurs?
In order to suspend a student a principal must ensure that a range of strategies have been
implemented to meet the educational, social and emotional needs of your child and that these
strategies have not helped your child demonstrate more positive behaviour.
A student support group is then set up to explain to you and your child that a suspension is being
considered. All participants in the meeting should try and to begin a process of effective
communication and identify issues that are of concern to you, your child or the school.
The student support group then develops a range of strategies to support you and your child in
addressing these areas of concern.
Reasons for suspension.
Students can be suspended if, while at school, travelling to or from school or during an out-of-school
activity (including travel there and back), they:
(a) threaten or constitute a danger to the health, safety or wellbeing of any person
(b) commit an act of significant violence against a person or cause significant damage to or destruction
of property; are knowingly involved in the theft of property
(c) possess, use, or deliberately assist another person to use prohibited drugs or substances
(d) fail to comply with any reasonable and clearly communicated instruction of a principal, teacher or
other staff member
(e) consistently interfere with the wellbeing, safety or educational opportunities of any other student
(f) consistently vilify, defame, degrade or humiliate another person based on age; breastfeeding;
gender identity; impairment; industrial activity; lawful sexual activity; marital status; parental status or
status as a carer; physical features; political belief or activity; pregnancy; race; religious belief or activity;
sexual orientation; personal association (whether as a relative or otherwise) with a person who is
identified by reference to any of the above attributes.
How long is a suspension for?
The maximum suspension is five school days in a row and no more than 15 school days a year, unless
permission is granted by the Department of Education and Early Childhood Development’s regional
director for a longer period of suspension. Suspensions cannot continue over the school holiday period
into the following term.
Procedures for suspension.
When a principal decides on suspension, a student support group meeting is set up to:
• explain to you and your child why, when and where the suspension will happen (e.g. in-school or out
of school)
• provide contact details for additional support services
• develop, in conjunction with you, your child (if appropriate) and your child’s teacher/ year level
coordinator, a Student Absence Learning Plan outlining school work to be done during the suspension.
If your child is suspended, the school must provide you and your child with a Notice of Suspension and
a copy of the Department’s brochure before the suspension begins.
If the suspension is for five consecutive days, the principal must also provide you with details of the
post-suspension student support group meeting.

Immediate suspension.
A student can be suspended immediately if their behaviour warrants ordinary suspension or if they are
putting the health, safety and wellbeing of themselves, staff or other students at significant risk.
In the case of immediate suspension you will be told without delay and a student support group will be
held within 48 hours to ensure appropriate support for your child is in place. The school must provide
you and your child with a Notice of Suspension and a copy of the Department’s brochure at the student
support group.
Post suspension student support group.
If the suspension is for five consecutive days you and your child must attend a post-suspension student
support group on the day your child returns to school to:
• review the Student Absence Learning Plan and the school work completed during suspension
• develop a Return to School Plan
• develop strategies within and outside of the school to meet your child’s educational, social and
emotional needs
• discuss the ongoing responsibilities of you, your child, the school and any other professional at the
meeting.
Suspension complaint process.
It is best to raise any concerns you have about your child’s suspension at the start of the student
support group meeting. If, at the end of this meeting, you feel your complaint has not been adequately
addressed then you should speak to the school principal.
The Department of Education and Early Childhood Development website provides additional
information, phone numbers and further contact details for parent complaints.
Go to http://www.education.vic.gov.au/about/contact/parentcomplaint.

EXPULSION GUIDELINES
What has to happen before expulsion?
In order to expel a student, a principal must ensure that a range of strategies have been implemented
to meet the educational, social and emotional needs of your child and that these strategies have not
helped your child demonstrate more positive behaviour.
A student support group is then set up to explain to you and your child that an expulsion is being
considered. All participants in the meeting should try and to begin a process of effective
communication and identify issues that are of concern to you, your child or the school.
When can expulsion occur?
Students can be expelled if, while at school, travelling to or from school or during an out-of-school
activity (including travel there and back), they:
(a) threaten or constitute a danger to the health, safety or wellbeing of any person
(b) commit an act of significant violence against a person or cause significant damage to or destruction
of property; are knowingly involved in the theft of property
(c) possess, use, or deliberately assist another person to use prohibited drugs or substances
(d) fail to comply with any reasonable and clearly communicated instruction of a principal, teacher or
other staff member
(e) consistently interfere with the wellbeing, safety or educational opportunities of any other student
(f) consistently vilify, defame, degrade or humiliate another person based on age; breastfeeding;
gender identity; impairment; industrial activity; lawful sexual activity; marital status; parental status or
status as a carer; physical features; political belief or activity; pregnancy; race; religious belief or activity;
sexual orientation; personal association (whether as a relative or otherwise) with a person who is
identified by reference to any of the above attributes.
AND
The student’s behaviour is of such magnitude that it is the only option left after balancing the need for
the student’s continued education against the health, safety and wellbeing of other students and staff.
Expulsion procedures.
Prior to expulsion, a student support group is convened to discuss the expulsion and allow you and
your child an opportunity to be heard. At this meeting a Notice of Expulsion is given to you and your
child, along with the Department’s brochure and a copy of the Expulsion Appeal proforma. The
Department of Education and Early Childhood Development’s regional director (or nominee) will also
attend the student support group.
For students in Out of Home Care, the principal must ensure the meeting is attended by the DHS case
manager and the student’s primary carer or person the student normally lives with.
Pathways and transitions.
The student support group must identify your child’s most suitable future educational, training and/or
employment options and work together to ensure that there are good transition arrangements in
place.
Following the student support group, if the principal determines that enrolment at another school or a
registered training organisation is the best option for your child then the whole student support group
must work towards this.

What happens after an expulsion?
The principal and regional director (or nominee) are responsible for making sure that your child is
enrolled in another school or registered training organisation or that an appropriate employment
opportunity is identified. The principal and the regional director (or nominee) must then schedule a
meeting with any new school or registered training organisation, and ensure all information relevant to
your child is forwarded in accordance with the Information Privacy Act 2000.
If you would like to appeal your child’s expulsion, you must do so within 10 school days from the start
of the expulsion.
How can I appeal an expulsion?
1. Decision to expel can only be appealed by the student or their parents/carers on the following
grounds:
• The school did not follow the expulsion process
• Grounds for expulsion are considered unfair
• Other extenuating circumstances.
2. The appeal must be lodged in writing with the principal within 10 school days of receiving the Notice
of Expulsion.
3. Regional director (or nominee) forms expulsion review panel and nominates panel members.
4. Regional director’s nominee liaises with panel members and takes every reasonable step to
schedule the meeting at the most suitable time for all panel members. The person who filed the
appeal attends the meeting to present their case.
5. Principal provides a copy of the Notice of Expulsion, a copy of the Expulsion Report and a copy of
the Expulsion Appeal from the student or their parents/carers to panel members.
6. Expulsion review panel completes panel report and forwards it to regional director within 24 hours
of the meeting’s conclusion. Copies sent to the regional director, the person who submitted the
Expulsion Appeal, the school council and the principal.
7. Regional director (or nominee) must verbally notify the person who lodged the appeal of its
outcome within 24 hours of the decision. The outcome must also be provided in writing, including a
copy of the Expulsion Review Panel Report within five school days of the decision.
8. If the expulsion appeal panel overturns the principal’s decision to expel the student, the student
must be readmitted to school immediately. The principal must work with the student, their
parents/carers and the student’s teacher/s to develop a Return to School Plan for the student. The
principal must also ensure that the record of expulsion is removed from the student’s permanent
record. Once this has occurred, the principal must notify the student and their parents/carers of this
in writing.
9. During the appeal process, the expelling school remains responsible for the student’s educational
provision, and must provide the student with appropriate school work for the duration of the
appeal. This must be monitored by the regional director’s student support group nominee. The
school should develop a Student Absence Learning Plan for the student to support the student’s
ongoing engagement with learning.

