EPPING VIEWS PRIMARY SCHOOL
STUDENT WELLBEING, ENGAGEMENT
and INCLUSION POLICY
This policy reflects the DET Student Engagement and Inclusion Guidance
and was produced in consultation with the school community.
This policy reflects the Child Safety Standards as per the Child Wellbeing and
Safety Amendment (Child Safety Standards) Act 2015.

Principal: Pauline Kubat

Table of Contents
1.

School Profile

3

2.

School values, philosophy and vision

3

3.

Child Safety Standards

3

4.

Guiding principles

5

5.

Engagement Strategies

5

6.

Identifying students in needs of extra support

5

7.

Behaviour expectations

6

8.

School Actions

6

9.

Engaging with families

6

10. Evaluation

7

11. Appendices and Related Policies

7

Appendix 1: Statement of Rights and Responsibilities
Appendix 2: Student Engagement Strategies
Appendix 3: Shared behaviour expectations for students, parents / carers and staff
Appendix 4: Staged response to behaviour issues
Appendix 5: School Wide Positive Behaviour Support Matrix of Expectations
Appendix 6: Proactive strategies for supporting students
Appendix 7: Process for responding to problem behaviours
Appendix 8: Attendance Policy
Appendix 9: Mobile Phone Policy
Appendix 10: Homework Policy
Appendix 11Engagement and Inclusion Policy
Appendix 12: Student Anti Bullying Policy
Appendix 13: DET Monitoring and Compliance Reporting Procedure for International Students

8
9
10
12
13
14
15
17
20
22
24
26
28

July 2019
2

1.

School profile:

Our school was established in 2008 with 30 students and is located approximately 28 kilometres north of the
CBD. It is situated in the rapidly growing Epping North / Wollert area and has an enrolment ceiling of 1400
students. In 2019 school enrolments are around 1360 students operating across 59 straight year level
classes. We have 150 school staff including Teachers, Educational Support Staff, School Nurses, two
Wellbeing Leaders, School Psychologist, School Aged Care staff, four Assistant Principals and the foundation
Principal.
Our school is culturally diverse with 71% of families having a language background other than English
(English as an Additional language) with the largest EAL groups being Indian, Macedonian and Arabic
backgrounds. There are 57 different languages spoken by the school community. The school also has some
representation from the Aboriginal and Torres Strait Islander (ATSI) community with 12 ATSI students
enrolled.

2.

School values, philosophy, vision and behaviour purpose statement

Our school is committed to providing a safe, secure and stimulating learning environment for all students.
Students can reach their full educational potential only when they are happy, healthy and safe, and when
there is a positive school culture to engage and support them in their learning. Our school acknowledges
that student wellbeing and student learning outcomes are inextricably linked.
Our school is also committed to preventing and addressing bullying, including cyberbullying. Please see our
Bullying Prevention Policy for more information.
Our Vision:
To provide a learning environment that nurtures each student’s personal, social, physical and
academic development in preparation for sustainable learning and living in a global world.
Our Values:
Caring, Honesty, Excellence, Respect and Responsibility
Our Belief:
Diversity opens minds and all students have the potential to achieve success if they are given
sufficient time and support.
Our Behaviour Purpose Statement:
Epping Views Primary School strives to provide a positive, supportive and safe environment where
students, staff, families and visitors practise the school values to nurture each student’s emotional,
social, physical and academic development in our community.
A statement about the rights and responsibilities of all students and school staff is included at Appendix 1.

3.

Child Safe Standards

Epping Views Primary School is committed to child safety. As a community we want children to be safe,
happy and empowered. We support and respect all children, as well as our staff and volunteers. We are
committed to the safety, participation and empowerment of all children. There is zero tolerance of child abuse,
and all allegations and safety concerns will be treated very seriously and consistently with our robust policies
and procedures. We meet our legal and moral obligations to contact authorities when we are worried about
a child’s safety, which we follow.
Epping Views Primary School is committed to preventing child abuse and identifying risks early, and removing
and reducing these risks. We have robust human resources and recruitment practices for all staff and
volunteers. Our school is committed to regularly training and educating our staff and volunteers on child
3

abuse risks. As a community we support and respect all children, as well as our staff and volunteers. We are
committed to the cultural safety of Aboriginal children, the cultural safety of children from a culturally and/or
linguistically diverse backgrounds, and to providing a safe environment for children with a disability. Epping
Views Primary School has specific policies, procedures and training in places that support our leadership
team, staff and volunteers to achieve these commitments according to the 7 Child Safe Standards which are:
Standard 1 - Good leadership & governance in child safe school: - strategies to embed a school
culture of child safety, including through effective leadership arrangements


Child Safety Officer/s

Standard 2 - Commitment to Child Safety:



Child Safe Policy - a child safe statement of commitment to child safety
Child Wellbeing & Safety Framework – a framework to promote children’s Safety, wellbeing and
development through school policy and systemic practice

Standard 3 – Code of Conduct:


Child Safety Code of Conduct - that establishes clear expectations for appropriate behaviour with
children

Standard 4 – Human Resources Practices:


Human Resources Practices - Screening, supervision, training and other human resources
practices that reduce the risk of child abuse by new and existing personnel

Standard 5 – Reporting Child Abuse: - processes for responding to and reporting suspected child abuse












Principal Child Safe Checklist
Mandatory Reporting Policy
Step-by-step guide to making a report to Child Protection or CHILD FIRST
Betrayal of Trust factsheet - Failure to Disclose information
Betrayal of Trust factsheet - Failure to Protect information
Procedures when an allegation of child abuse is made
Four critical actions for school to take in responding to Incidents, Disclosures and Suspicions of
Child Abuse
Flow Chart for the four critical actions for school to take in responding to Incidents, Disclosures and
Suspicions of Child Abuse
Spotting the warning signs of Child Abuse: for School Staff
Responding to suspected child abuse: Template for Vic Schools
Protecting children from abuse: for parents and carers

Standard 6 – Identifying and Reducing Risks: - strategies to identify and reduce or remove risks of child
abuse:






Duty of Care Policy
Strategies to identify and reduce or remove the Risk of Child Abuse
PROTECT- Identifying & Responding to Child Abuse in Vic Schools
What is Child Abuse?
Risk Assessment template for Standard 6
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Standard 7 – Empowering Children: strategies to promote the participation and empowerment of
children.




Strategies to promote the participation & empowerment of children
Feeling Safe – Primary School Students
Tip Sheet – Empowerment & participation of children

Standard 1, 2, 3 & 5 –Informing school community:
 Informing school community about school Child Safe practices and processes through regular
newsletter items

4.

Guiding principles









5.

The school will collaboratively develop and implement a fair and respectful whole school engagement
and positive behaviour support approach.
The school’s curriculum will include prosocial values and behaviours to enable students to acquire
knowledge and skills, value diversity and build a culture of learning, community and engagement.
The school will promote active student participation and provide students with a sense of ownership
of their environment.
The school will support families to engage in their child’s learning and build their capacity as active
learners.
The school promotes active ‘student participation’ as an avenue for improving student outcomes and
facilitating school change.
The school will establish social/emotional and educational support for students with additional needs
and monitor and evaluate progress.
The school will have processes in place to identify and respond to individual students who require
additional assistance and support.
The school will build strong links with the local community to gain access to an extended network of
community members, professionals and educators who can provide expertise and experience that
can build the capacity of our school and our teachers to respond to the needs of the students.

Engagement Strategies

To realise our vision, our school has in place a range of strategies to promote engagement, positive
behaviour and respectful relationships for all students in the school. We recognise that some students, as a
group or as individuals may need extra social, emotional or educational support to flourish at school, and so
we will put in place strategies to identify these students and provide them with the support they need.
The school works collaboratively with students and parents/carers to establish fair and respectful behaviour
policies and practices, based on the school’s values, behaviour expectations and positive peer
relationships. There are also intervention strategies in place to address inappropriate behaviours which can
negatively impact on the learning environment of the self and others.
The universal (whole school), targeted (group specific) and individual engagement strategies used in our
school are outlined in Appendix 2.

6.

Identifying students in need of extra support

Our school will utilise the following information, tools and strategies to identify students in need of extra
support:






Personal information gathered upon enrolment
Attendance rates
Academic performance, particularly in literacy and numeracy assessments
Behaviour observed by classroom teachers
Engagement with student families
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7.

Behavioural expectations

Shared behaviour expectations for students, parents/carers and school staff are detailed at Appendix 3.

8.

School actions

Problem behaviour responses
Where a student acts in breach of the behaviour expectations of our school community, we will institute a
staged response, as outlined in the Department of Education and Training Student Engagement and Inclusion
Guidance (see Appendix 4 and Appendix 7).
Problem behaviour responses will be applied in a way that is proportionate to the behaviour and upholds
procedural fairness.
Corporal Punishment is prohibited in all Victorian schools. Corporal punishment must NOT be used
at school under any circumstances.
Suspension and expulsion are measures of last resort and may only be applied when the grounds for
suspension and expulsion set out in the Engagement and Inclusion Guidance have been met.
Suspension and expulsion can only be approved by the principal and our school will follow the processes for
applying these disciplinary measures set out in the Student Engagement and Inclusion Guidance.
Information on grounds and processes for suspension and expulsion that our school will follow are
available here:
http://www.education.vic.gov.au/school/principals/spag/participation/Pages/engagement.aspx

9.

Engaging with families

The School values parent/carer input into its operations and curriculum offerings and seeks feedback
through the Parent Opinion survey, and from parent representatives on School Council. The School Council
provides financial assistance and encouragement to the school in our efforts to build a sense of community.
The school will support families to engage in their child’s learning and build their capacity as active
learners. It provides an environment that welcomes all parents/carers and is responsive to them as partners
in learning.
The school will create successful partnerships with parents/carers and families by:








ensuring all parents/carers are aware of the school’s Student Engagement Policy.
conducting effective school-to-home and home-to-school communications.
providing volunteer opportunities to enable parents/carers and students to contribute.
involving families with homework and other curriculum-related activities.
involving families as participants in school decision-making.
coordinating resources and services from the community for families, students and the school.
involving families in Student Support Groups.

Parents’ responsibilities for supporting their child’s attendance and engagement are outlined at Appendix 3.
Furthermore, parents are expected to follow our school values and act in a respectful and constructive
manner when dealing with our school. More detail on parent responsibilities and consequences for
inappropriate behaviour are outlined in our Statement of Values.
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10. Evaluation
Data collection and analysis
Data will be collected regarding frequency and types of wellbeing issues, to measure the success or
otherwise of school based strategies and approaches.
Some of the sources of data used are:







the Attitudes to School Survey data
school level report data
parent survey data
data from case management work with students
data extracted from software such as CASES21 or SOCS
data extracted from Compass

Review of this policy
This policy will be reviewed annually or more often if necessary due to changes in regulations or
circumstances.

11. Appendices and Related Policies
Appendix 1: Statement of Rights and Responsibilities
Appendix 2: Student Engagement Strategies
Appendix 3: Shared behaviour expectations for students, parents / carers and staff
Appendix 4: Staged response to behaviour issues
Appendix 5: School Wide Positive Behaviour Support Matrix of Expectations
Appendix 6: Proactive strategies for supporting students
Appendix 7: Process for responding to problem behaviours
Appendix 8: Attendance Policy
Appendix 9: Mobile Phone Policy
Appendix 10: Homework Policy
Appendix 11: Inclusion and Diversity Policy
Appendix 12: Student Anti Bullying Policy
Appendix 13: International Student Program in Victorian Government Schools

This policy is informed by the Department of Education and Training Student Engagement and Inclusion
Guidance available at
http://www.education.vic.gov.au/school/principals/spag/participation/pages/engagement.aspx
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Appendix 1
STATEMENT OF RIGHTS AND RESPONSIBILITIES
It is the right of all members of the School community to experience a safe and supportive learning and
teaching environment. Staff, students and parents/carers have a right to be treated with respect, and enjoy
an environment free from bullying (including cyber bullying), harassment, violence, discrimination or
intimidation. (Refer to our Student Anti Bullying Policy and Inclusion and Diversity Policy).
Teachers also have the rights to be informed, within Privacy requirements, about matters relating to
students that may impact on the teaching and learning for that student.
Students have a responsibility to contribute positively to the educational experience for themselves and
other students, to participate fully in the school’s educational program, and to ensure that their behaviours
demonstrate respect for themselves, their peers, their teachers and all other members of the school
community.
Parents/carers have a responsibility to take an active interest in their child’s educational progress, model
and reinforce positive behaviours and ensure their child’s regular attendance. They have a responsibility to
support the school in maintaining a safe and respectful learning environment for all students, and engage in
regular and constructive communication with school staff regarding their child’s learning.
Teachers have a responsibility to demonstrate the standards set by the Victorian Institute of Teaching. That
is, to know how students learn and how to teach them effectively, know the content they teach, know their
students, plan and assess for effective learning, create and maintain safe and challenging learning
environments, and use a range of strategies to engage students in effective learning. Teachers also have a
responsibility to fairly, reasonably and consistently implement the Student Engagement Policy.
All members have an obligation to ensure school property is appropriately used and maintained.
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Student Engagement Strategies
Universal strategies

Appendix 2

 Our school will deliver a broad curriculum.
 Our teachers will adopt a range of teaching and assessment approaches to effectively respond to the diverse learning
styles, strengths and needs of our students.
 Our school will develop behavioural expectations for all members of the school community in consultation with students,
staff and parents/carers, and these will be taught to all students and shared with their families.
 Our school will regularly acknowledge examples of positive behaviour and student achievement, both informally in
classroom settings using praise and more formally, including by using Caught Ya Cards and in events such as
assemblies using values awards and via communications to parents.
 Our school will implement the DET approach of using a School Wide Positive Behaviour Support (SWPBS) Framework,
supported by strategies including the teaching of PATHS (Promoting Alternative Thinking Strategies) and Mindfulness,
and the use of Restorative Practices.
 Students will have the opportunity to contribute to and provide feedback on decisions about school operations both
through the Junior School Council and other forms of receiving student feedback.

Targeted strategies
 All students in Out of Home Care will:
o

Be registered through DET’s Lookout Education Support Centre,

o

Be assigned a Learning Mentor.

o

Have an Individual Education Plan.

o

Have a Student Support Group.

 School nurse and wellbeing staff will undertake health promotion and social skill development in response to needs
identified by classroom teachers or other school staff during the school year.
 Relevant teaching staff will apply a trauma-informed approach (using Calmer Classrooms: A Guide to Working with
Traumatised Children, and similar resources) to working with students who have experience of trauma.
 Proactive wellbeing programs which focus on developing social skills, problem solving and managing emotions and
relationships.

Individual strategies
 Strategies to support attendance and engagement of individual students include:
o Meeting with student and their parent/carer to talk about how best to help the student engage with school.
o Establishing a Student Support Group.
o Seeking extra resources under the Program for Students with Disabilities for eligible students.
o Developing a Behaviour Support Plan and/or Safety Plan and/or Individual Education Plan and /or Educational
Learning Plan.
o Considering if any environmental changes need to be made, for example changing the classroom set up.
o Referring to internal support services e.g. Student Wellbeing Leaders or Student Support Services.
o Referring to external support services including ChildFirst, Local Government Youth Services, DHHS, Berry
Street, Drummond Street, Child Protection Society, Austin CAMHS through consultation with Wellbeing Leaders.
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Shared Behaviour Expectations

Appendix 3

Engagement (participation in the classroom and other school activities)
Students

Parents/Carers

Principals,
Teachers & Staff

All students are expected to:


Be prepared to engage in and take full advantage of the school program



Demonstrate effort to do their very best



Demonstrate self discipline to ensure a cooperative learning environment and model the
school values



Take part in team work, including working cooperatively with others and supporting the
achievement of fellow students

Parents and Carers are expected to:


Promote positive outcomes by valuing the importance of education and liaising with the school
on their child’s progress/needs



Support their child in their preparedness for the school day and in the provision of a supportive
home environment



Support their child to have a space conducive to completing homework and encourage their child
to complete homework in a timely manner



Monitor their child’s school involvement and progress and communicate with the school when
necessary



Be informed and supportive of school programs and actively participate in school events/parent
groups



The school will comply with its duty of care obligations and have a responsibility to provide an
educational environment that can effectively engage all students in their learning



The school will provide appropriate, relevant and challenging curriculum that gives students the
opportunity to have input into their learning and experience success

Attendance and Punctuality
Students

Parents / Carers

Principal
Teachers & Staff

All students are expected to:
 attend and be punctual for all timetabled classes every day that the school is open to students


be prepared to participate fully in lessons



report to the general office to get a late pass when arriving late for school

Parents/Carers are expected to:
 ensure that their child’s enrolment details are correct


ensure their child attends regularly



advise the school as soon as possible when a child is absent



account for all student absences and inform the school of the reason for absence



ensure students who leave school early are signed out at the school office



keep family holidays within scheduled school holidays



Support their child’s learning during absences and work with the school to reintegrate students
after prolonged absences

In accordance with DET procedures the school will:


proactively promote regular attendance



mark rolls accurately each lesson



follow up on any unexplained absences promptly and consistently



identify trends via data analysis



report attendance data in the school’s Annual Report



support students whose attendance is problematic by developing ‘Return to School’ plans and
working with families to implement individual strategies



provide school incentives to encourage maximum attendance through monthly and term
attendance awards.
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Behaviour
Students

Parents / Carers

Principal,
Teachers &
Staff

Students are expected to:
 model the school’s core values of caring, honesty, excellence, respect and
responsibility
 always treat others with respect
 never physically or verbally abuse others
 take responsibility for their behaviour and its impact on others
 obey all reasonable requests of staff
 respect the rights of others to learn. No student has the right to impact on the learning
of others.
 respect the property of others
 bring correct equipment to all classes
 comply with the school’s policies and work with teachers and parents in developing
strategies to improve outcomes
 follow the School Wide Positive Behaviour Support Matrix of Expectations, see.
Appendix 5
Parents/Carers are expected to :
 have high expectations of their child’s behaviour and an understanding of the schools
behavioural expectations
 communicate with the school regarding their child’s circumstances
 cooperate with the school by assisting in the development and enforcement of
strategies to address individual needs
The school will deliver an inclusive and comprehensive curriculum which promotes positive
behaviours and emphasises the wellbeing of every child.
The school will employ whole school and classroom practices to establish a climate in
which positive behaviour is the norm for all students and focus on the implementation of
proactive and early intervention strategies to deal with attendance and behavioural issues.
The school will implement the DET approach of School Wide Positive Behaviour Support
(SWPBS) to provide a positive, proactive and consistent approach.
The school will consistently apply its Behavioural Policy through a shared collegiate
understanding and only remove students in extreme circumstances.
The school recognises that for some students additional support may be needed in the
form of staged responses and is committed to working with families to reintegrate students.
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Staged response checklist for student behaviour issues

Appendix 4

Stage 1: Promoting positive behaviour and preventing behavioural issues
Strategies:
Define and teach school-wide expectations for all.
Establish a whole school positive behaviour support framework.
Analyse data and plan proactive strategies.
Implement a whole school reward system, to reinforce positive behaviours demonstrated by students.
Implement Proactive Wellbeing Programs.
Define and respond to problem behaviours.
Establish consistent school-wide processes to identify and support students at risk of disengagement from learning.

Stage 2: Responding to individual students exhibiting challenging behaviour
Strategies
Assess the behaviour and its functions, influences, and triggers (include student, parents and school wellbeing staff as
appropriate).
Develop a Behaviour Support Plan and / or Individual Learning Plan and / or Student Safety Plan.
Consider if any environmental changes need to be made.
Teach replacement behaviours.
Engage Student Support Services and / or community services to undertake assessments and / or provide specialist
support.
Establish a student support group.
Implement appropriate responses that are proportionate to problem behaviours.
Consider out-of-school behaviour support options such as Student Development Centres (if available).

12

School Wide Positive Behaviour Support Matrix of Expectations Appendix 5
Be Caring
All areas all of
the time







Include others
Help others
Ask others if
they’re okay
Share
Keep hands and
feet to yourself

Be Honest





Tell the truth
Play by the rules
Return items
Be true to your
word

Be Excellent







Classrooms,
Specialists and

Neighbourhood

Spaces

Work with
everyone
Be welcoming
Understand
differences




Reflect on your
learning
Ask for help







Toilets



Wait for others



Go only when
you need to go




Moving
between
learning spaces

Yard (including
oval and
playgrounds)

Office



Acknowledge
others
Smile
Use manners
Share the space







Include others in
games
Check the buddy
seat for other
students
Avoid PE classes



Greet others
















Canteen



Line up at the
end of the line





In digital and
cyber spaces








Help people in
need
Teach others
what I’ve learnt



Use kind words
in
communication
Help others use
ICT
Report issues







Take the
quickest path

Be Responsible

Use manners
Treat others
how you want to
be treated
Speak kindly
Compliment
others
Respect others’
differences



Show the 5Ls
Listen to others’
opinions
Value
differences
Consider others





Leave the toilets
clean
Respect privacy




Use water wisely
Go during recess
and lunch





Walk quietly
Walk on paths
Consider others



Use equipment
safely
Use positive
language in
games




Listen to others
Look after
gardens and
plants
Put rubbish in
bins

Stay in two
safety lines
Go straight
there, straight
back
Move carefully
Stay in
appropriate play
spaces
Ask adults to
help with
problems





















Follow
instructions
Be sustainable
Report problems
Stop, think, do
Look after your
own and others’
belongings

Look after
resources
Use time wisely
Keep belongings
where they
should be
Walk

Wait for / with
partner
Report back to
adults
Do only what
you need to
Have an umpire
in sporting
games
Return
equipment to
others



Hand in lost
property
Only take my
own lost
property
Spend only my
own money



Be a reliable
office monitor




Be quiet
Wait patiently
for my turn



Return notices
and money on
time



Make healthy
food choices
Eat near the
canteen



Wait patiently
for my turn




Put lunch orders
in canteen bag
Look after
money

Represent EVPS
positively
Be active in
community
groups
Stay on assigned
task or website
Focus on my
own work
Communicate
only with known
people



Look after the
environment



Be road safe



Look after
equipment
Comment
positively in
communication



Use appropriate
websites
Keep personal
information to
yourself
Only access your
own documents
Charge
equipment






In the
community

Be Respectful

Be a role model
Be your personal
best
Be persistent
and resilient
Challenge
yourself and
take risks
Encourage
others to make
good choices
Complete five
star work
Celebrate
everyone’s
achievement
and effort
Take on
feedback
Work towards
goals
Use facilities
correctly
Be quiet

Follow
community rules
and laws



Acknowledge
sources of
information
Follow age
restrictions
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Proactive Strategies for Supporting Students

Appendix 6

The following is a list of proactive strategies for supporting students to have positive behaviour.
Proactive Strategies
 Active supervision
 Ask students questions
 Avoid power struggles
 Be friendly
 Build relationships, e.g.:
o Find things you have in common
o Have conversations about students’ lives out of school
o Learn facts about students
o Share facts about yourself
 Differentiate curriculum planning, teaching and learning
 Encourage breaks
 Engage students in areas of interest
 Engage students in areas of strength
 Explicitly state expectations for learning and behaviour
 Explicitly use the language of behaviour expectations, i.e. Be Caring, Be Honest, Be Excellent, Be Respectful, Be
Responsible
 Greet students in the class and yard
 Hand out Caught Ya Cards
 Involve students in learning
 Know and use Behaviour Support Plans of individual students
 Know and use Safety Plans of individual students
 Maintain a calm affect in tone and body language
 Model expected behaviours
 Modify activity to ensure student success
 More attention for doing the right thing than doing the wrong thing
 Pace lessons effectively
 Plan engaging activities
 Positive contact with parents
 Positive contact with school leaders
 Position yourself to be able to supervise all students effectively
 Praise often, being contingent, immediate, sincere and age appropriate
 Pre correct
 Provide choice
 Provide leadership opportunities
 Provide opportunities for fun
 Provide opportunities for movement
 Provide students with opportunities to respond
 Provide feedback to encourage, change and support
 Set short and long term goals
 Share information with parents, e.g. strategies
 Support student voice
 Speak about students positively
 Teach behaviour expectations, then catch students doing it
 Use humour
 Use students’ names positively
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Process for responding to problem behaviours

Appendix 7

Problem Behaviours
Staff at Epping Views Primary School use the following table to guide decision making around the management of
problem behaviours.
When making decisions about how to respond to problem behaviours, staff refer to Problem Behaviour Responses.
Minor Problem Behaviours

Major Problem Behaviours

Teacher managed within the classroom and yard

Leadership managed

1. Bothering others

25. Continually using undesired tone of voice or volume

2. Damaging others’ work or property

26. Going into unauthorised areas, e.g. leaving school

3. Going into unauthorised areas, e.g. climbing fences

grounds

4. Littering

27. History of damaging others’ work or property

5. Making undesired comments or actions towards

28. History of making undesired gestures, e.g. spitting,

others

finger gestures

6. Making undesired gestures, e.g. spitting, finger

29. History of not being ready for instruction, e.g. out of

gestures

class

7. Minor violation of digital learning policy, e.g. going on 30. History of not following specific directions, e.g.
a game site

classroom or yard

8. Not being ready for instruction

31. History of stopping other students from learning

9. Not following assessment or task expectations

32. Incorrectly using toilets, e.g. leaving mess, clogging

10. Not following directions

up toilets

11. Not reporting unsafe situations

33. Major violation of digital learning policy, e.g.

12. Not sharing school issued materials

undesirable images

13. Not telling the truth or whole story

34. Not telling the truth or whole story in a major

14. Not using personal property correctly

situation

15. Touching or borrowing something that is not theirs

35. Stealing property, e.g. money, electronics

16. Undesirable role modelling

36. Undesired physical contact causing possible injury

17. Undesired physical contact without injury, e.g.

37. Using actual or perceived power to touch, hurt or

pushing, throwing things

scare another person physically or emotionally,

18. Using undesirable tone of voice or volume

either in person or electronically

19. Using undesired language

15

Problem Behaviour Responses
When responding to minor and major problem behaviours, there are many options staff can use.
Responses are chosen depending on the situation and the student. The student is provided with time to be able to
get back on track.
If an option is used and the behaviour continues after providing time for the student to get back on track, a different
option may be chosen.

Minor Problem Behaviours

Major Problem Behaviours

Teacher managed within the classroom and yard

Leadership managed



Change teaching environment



Additional services, e.g. wellbeing support



Contact parents to provide information / parent
meeting (not at the time of the behaviour)



Assessment recommendations, in consultation with
parents



Contact year level coach



Change in timetable during class time or breaks



Conversation with student





Do over (redo, repeat), correctly, if practical



Insert a delay, e.g. keep teaching, change topic

Consultation with outside services, e.g. doctor,
paediatrician, psychologist, in consultation with
parents



Loss of a minor privilege, e.g. miss one minute of
recess, sitting on couches, having access to video
game, sitting on a beanbag, preferred seating, one
minute away from group



Contact parents to provide information / parent
meeting



Conversation with student



Develop Behaviour Support Plan



Modify activity



Develop Safety Plan



Prompt self management procedure, e.g. taking a
break



Functional behaviour assessment / Behaviour
intervention plan



Redirect student



Home visit



Restorative practices, e.g. restore the relationship
between affected parties



Meeting with teaching team



Restorative practices



Remove targeted person / people



Reteach expectation



Reteach expectation



Verbal warning, e.g. Say, ‘That’s a warning’



Strategically ignore



Verbal warning, e.g. Say, ‘That’s a warning’



Principal Consultation
Change classroom, short or long term



Expulsion, in line with DET policies and guidelines



Loss of privilege, e.g. representing the school



Suspension, in line with DET policies and guidelines
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Appendix 8

Attendance Policy
RATIONALE:
The Education Act requires that children of school age (six to seventeen years) resident in Victoria are required to be in
full-time attendance at a government or registered non-government school unless they are receiving approved home
tuition, correspondence education, or have been granted an exemption by the Regional Director.
 Schooling is compulsory for children who are 6 to 17 years old.
 Students are expected to attend their enrolled school during normal school hours every day of each term,
unless:
 the student is registered for home schooling and has only a partial enrolment in a school for particular
activities
 the student has an approved exemption from school enrolment or attendance
 Students employed in the entertainment industry must seek approval from the principal prior to be granted
permission for the absence. DET approval forms must be completed and presented to the principal for signing
and an education plan will be developed for an extended absence.

PURPOSE:
The purpose of this policy is to
 ensure all children of compulsory school age are enrolled in a registered school and attend school every day the
school is open for instruction
 ensure students, staff and parents/carers have a shared understanding of the importance of attending school
 explain to school staff and parents the key practices and procedures Epping Views Primary School has in place to
o support, monitor and maintain student attendance
o record, monitor and follow up student absences

SCOPE:
This policy applies to all students at Epping Views Primary School.
This policy should be read in conjunction with the Department of Education and Training’s School Attendance Guidelines.
It does not replace or change the obligations of Epping Views Primary School, parents and School Attendance Officers
under legislation or the School Attendance Guidelines.

DEFINITION:
Parent – includes a guardian and every person who has parental responsibility for the child, including parental
responsibility under the Family Law Act 1975 (Cth) and any person with whom a child normally or regularly resides.

POLICY:
Schooling is compulsory for children and young people aged from 6 to 17 years (unless an exemption from attendance or
enrolment has been granted).
Daily attendance is important for all children and young people to succeed in education and to ensure they do not fall
behind both socially and developmentally. School participation maximises life opportunities for children and young people
by providing them with education and support networks. School helps people to develop important skills, knowledge and
values that set them up for further learning and participation in their community.
Students are expected to attend Epping Views Primary School during normal school hours every day of each term unless:
 there is an approved exemption from school attendance for the student
 the student has a dual enrolment with another school and has only a partial enrolment in Epping Views Primary
School, or
 the student is registered for home schooling and has only a partial enrolment in Epping Views Primary School for
particular activities
Both schools and parents have an important role to play in supporting students to attend school every day.

17

Epping Views Primary School believes all students should attend school all day, every day when the school is open for
instruction and is committed to working with its school community to encourage and support full school attendance.
Our school will identify individual students or cohorts who are vulnerable and whose attendance is at risk and/or declining
and will work with these students and their parents to improve their attendance through a range of interventions and
supports.
Students are committed to attending school every day, arriving on time and are prepared to learn. Our students are
encouraged approach a teacher and seek assistance if there are any issues that are affecting their attendance.
Epping Views Primary School parents are committed to ensuring their child/children attend school on time every day
when instruction is offered, to communicating openly with the school and providing valid explanations for any absence.
Parents will communicate with the relevant staff at Epping Views Primary School about any issues affecting their child’s
attendance and work in partnership with the school to address any concerns.
Parents will provide a reasonable explanation for their child’s absence from school and endeavour to schedule family
holidays, appointments and other activities outside of school hours.
Supporting and promoting attendance
Epping Views Primary School’s Student Wellbeing and Engagement Policy supports student attendance.
Our school also promotes student attendance by awarding and acknowledging students with high rates of attendance.
Recording attendance
Epping Views Primary School must record student attendance twice per day. This is necessary to:
 meet legislative requirements
 discharge Epping Views Primary School’s duty of care for all students
Attendance will be recorded by the classroom teacher at the start of the school day and after lunch using
[CASES21/eCASES or compatible third party software].
If students are in attendance at a school approved activity, the teacher in charge of the activity will
Recording absences
For absences where there is no exemption in place, a parent must provide an explanation on each occasion to the school.
Parents should notify Epping Views Primary School of absences by:
 i.e. contacting the office if it is an unplanned absence, informing the classroom teacher and office if it is a planned
absence
If a student is absent on a particular day and the school has not been previously notified by a parent, or the absence is
otherwise unexplained, Epping Views Primary School will notify parents by push notification. Epping Views Primary School
will attempt to contact parents as soon as practicable on the same day of the unexplained absence, allowing time for the
parent to respond.
If contact cannot be made with the parent (due to incorrect contact details), the school will attempt to make contact with
any emergency contact/s nominated on the student's file held by the school, where possible, on the day of the
unexplained absence.
Epping Views Primary School will keep a record of the reason given for each absence. The principal will determine if the
explanation provided is a reasonable excuse for the purposes of the parent meeting their responsibilities under the
Education Training Reform Act 2006 and the School Attendance Guidelines.
If Epping Views Primary School considers that the parent has provided a reasonable excuse for their child’s absence the
absence will be marked as ‘excused absence’.
If the school determines that no reasonable excuse has been provided, the absence will be marked as ‘unexcused
absence’.
The Principal has the discretion to accept a reason given by a parent for a student’s absence. The Principal will generally
excuse:
 medical and dental appointments, where out of hours appointments are not possible or appropriate
 bereavement or attendance at the funeral of a relative or friend of the student, including a student required to
attend Sorry Business
 school refusal, if a plan is in place with the parent to address causes and support the student’s return to school
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cultural observance if the parent/carer notifies the school in advance
family holidays where the parent notifies the school in advance

If no explanation is provided by the parent within 10 school days of an absence, it will be recorded as an ‘unexplained
absence’ and recorded on the student’s file.
Parents will be notified if an absence has not been excused.
Attendance Monitoring:
In order to monitor attendance our school will:








check and record the daily attendance of all students
monitor attendance twice daily and identify absences from school or class
identify the person(s) with responsibility for monitoring daily attendance
follow up unexplained absences on the day of a student’s absence
notify parents and guardians of unsatisfactory attendance
maintain current contact details for parents and guardians
accurately record attendance on student files

Managing non-attendance and supporting student engagement
Where absences are of concern due to their nature or frequency, or where a student has been absent for more than five
days, Epping Views Primary School will work collaboratively with parents, the student, and other professionals, where
appropriate, to develop strategies to improve attendance, including:
 establishing an Attendance Student Support Group
 implementing a Return to School Plan
 implementing an Individual Education Plan
 implementing a Student Absence Learning Plan for students who will be absent for an extended period
 arranging for assistance from relevant staff at Epping Views Primary School
We understand from time to time that some students will need additional supports and assistance, and in collaboration with
the student and their family, will endeavour to provide this support when it is required.
Referral to School Attendance Officer
If Epping Views Primary School decides that it has exhausted strategies for addressing a student’s unsatisfactory
attendance, we may, in accordance with the School Attendance Guidelines refer the non-attendance to a School
Attendance Officer in the North-Western Region for further action.
If, from multiple attempts to contact with a parent, it becomes apparent that a student will not be returning to the school,
the principal may make a referral to a School Attendance Officer if:



the student has been absent from school on at least five full days in the previous 12 months where:
o the parent has not provided a reasonable excuse for these absences; and
o measures to improve the student's attendance have been undertaken and have been unsuccessful
the student’s whereabouts are unknown and:
o the student has been absent for 10 consecutive school days; or
o no alternative education destination can be found for the student

RELATED POLICIES AND RESOURCES
Reference: The School Attendance Guidelines:
https://www.education.vic.gov.au/school/teachers/studentmanagement/attendance/Pages/default.aspx
Education and Training Reform Act 2006
Education and Training Reform Regulations 2007
Education and Training Reform (School Attendance) Regulations 2013
EVALUATION:
This Policy will be reviewed as part of the school’s four-year review cycle.

This policy was last ratified by School Council in....
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Appendix 9

STUDENT MOBILE PHONE
Policy
Purpose:
The increased ownership of mobile phones requires that school administrators, teachers, students, and parents
take steps to ensure that mobile phones are used responsibly. This policy is designed to ensure that potential
issues (such as mobile etiquette) can be clearly identified and addressed. Epping Views Primary School has
established the following policy for student mobile phones that provides teachers, students and parents
guidelines and instructions for the appropriate use of mobile phones during school hours. In order for students
to carry a mobile phone during school hours, students and their parents or guardians must first read and
understand the policy. The policy for mobile phones also applies to students during school excursions, camps
and extra-curricular activities.
Rationale:
Personal safety and security
Epping Views Primary School accepts that parents give their children mobile phones to protect them from
everyday risks involving personal security and safety. There is also concern about children travelling alone on
public transport or commuting long distances to school. It is acknowledged that providing a child with a mobile
phone gives parents reassurance that they can speak with their child quickly at any time.
Responsibility
It is the responsibility of students who bring mobile phones onto school premises to adhere to the guidelines
outlined in this document. The decision to provide a mobile phone to their children should be made by parents
or guardians. Parents should be aware if their child takes a mobile phone onto school premises. Permission to
have a mobile phone at school while under the school’s supervision is contingent upon parent/guardian
permission in the form of a signed copy of this policy. Parents/guardians may revoke approval at any time.
Acceptable Uses
Mobile phones must be switched off at school, during school excursions, camps and sports days and handed
into teachers. Parents are reminded that in cases of emergency, Epping Views Primary School office remains the
appropriate and vital point of contact and can ensure your child is reached quickly, and assisted in any
appropriate way.
Unacceptable Uses
Mobile phones must not be used to make calls, send SMS messages, surf the internet, take photos or access any
other application during school lessons. Should there be any disruptions to school activities or lessons caused by
a mobile phone, the responsible student will face disciplinary actions as sanctioned by the Principal.
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Theft or damage
Students are required to mark their mobile phone clearly with their names. Students who bring a mobile phone
onto school premises should hand into their teacher as they arrive. Mobile phones which are found in the
school and whose owner cannot be located should be handed to front office reception. The school accepts no
responsibility for replacing lost, stolen or damaged mobile phones. The school accepts no responsibility for
students who lose or have their mobile phones stolen while travelling to and from school. It is mandatory that
students use passwords/pin numbers to ensure that unauthorised phone calls cannot be made on their phones
(e.g. by other students, or if stolen). Students must keep their password/pin numbers confidential. Mobile
phones and/or passwords are not be shared.
Inappropriate conduct
Any student who uses vulgar, derogatory, or obscene language while using a mobile phone will face disciplinary
actions as sanctioned by the Principal. Students with mobile phones may not engage in personal attacks, harass
another person, or post private information about another person using SMS messages, taking/sending photos
or objectionable images, and phone calls. Students using mobile phones to bully other students will face
disciplinary actions as sanctioned by the Principal. It should be noted that it is a criminal offence to use a mobile
phone to menace, harass or offend another person. As such, if action as sanctioned by the Principal is deemed
ineffective, as with all such incidents, the school may consider it appropriate to involve the police.
Evaluation:

 This policy will be reviewed as part of the school’s four year review cycle:fied by School Council on....

This policy was last ratified by School Council on....
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Appendix 10

HOMEWORK
Policy
Rationale
Homework helps students by complementing and reinforcing classroom learning, fostering good lifelong learning and
study habits and providing an opportunity for students to be responsible for their own learning. Homework is an avenue
to reinforce the positive partnership between home and school.
Guidelines
Homework should:






be appropriate to the student’s skill level and age
be interesting, challenging and, where appropriate, open ended
be purposeful, meaningful and relevant to the curriculum
assist in the development of self-discipline and organisational skills
encourage and develop self-motivation in the learning process

Implementation
 Staff teams will ensure that the Homework Policy is implemented.
 Teachers will communicate homework expectations to parents through diary entries, information sheets, on
enrolment and via Year level newsletters where appropriate.
 Parents are encouraged to support their children’s learning and organisation of time.
 Homework will vary across the school and may include Literacy tasks (reading, spelling, writing,), Numeracy tasks
(problem solving, times tables practice), Thinking-oriented tasks (researching, projects, finding resources) or ICT tasks.
 Homework should be purposeful and not be used as a disciplinary measure.
 Teachers will provide support and scaffolding to ensure that all students have homework activities that are achievable.
 If students do not complete homework tasks on a regular basis, the teacher will contact the parent to discuss assistance
with time management and organisation.
 Staff and parents will work together to assist students in developing responsibility for their homework as they progress
from Early Years through the school.
 Teachers should have some flexibility on what they set as homework but also allow the students the same flexibility
i.e. spread the work over a period of time to allow for nights where students may have other commitments.
Prep to Year 2
Homework should not be seen as a chore. Homework will:
 mainly consist of home reading to, with and by parents/caregivers or older siblings
 enable the extension of class work by practising skills or gathering extra information or materials in an enjoyable way
 generally not exceed 30 minutes a day
Years 3-6
Homework should not be seen as a chore. Homework will:
 be provided on a regular basis as an extension of class work by practising skills or gathering extra information or
materials in an enjoyable way
 consist of, in part, home reading to, with, and by parents/caregivers or older siblings
 will generally range between 30-40 minutes a day
 For students in year 5/6, completion of homework should be student responsibility.
ILP/Special Needs/Integration
Homework for students with differing learning needs should:
22

 be carefully planned to avoid over duplication or over committing the children on individual or special programs
 should include daily independent reading
 may include extension of class work, projects, assignments and research
Evaluation
The evaluation of this policy will be the responsibility of the Leadership Team and will be based on the feedback from staff
and parents each year.

This policy was last ratified by School Council in…

July 2019
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Appendix 11

Engagement and Inclusion Policy
PURPOSE:
The purpose of this policy is explain Epping Views Primary School’s commitment to making sure every member of our
school community, regardless of their background or personal attributes, is treated with respect and dignity. Epping
Views Primary School strives to provide a safe, inclusive and supportive school environment for all students and
members of our school community.

POLICY
DEFINITIONS:
Personal attribute: a feature of a person’s background or personal characteristics that is protected by State or
Commonwealth anti-discrimination legislation. For example: race, disability, sex, sexual orientation, gender identity,
religion etc.
Inclusion and diversity
Epping Views Primary School is committed to creating a school community where all members of our school
community are welcomed, accepted and treated equitably and with respect regardless of their backgrounds or
personal attributes such as race, language, religious beliefs, gender identity, disability or sexual orientation so that
they can participate, achieve and thrive at school.
Epping Views Primary School acknowledges and celebrates the diversity of backgrounds and experiences in our school
community and we will not tolerate behaviours, language or practices that label, stereotype or demean others.
Epping Views Primary School will:
 ensure that all students and members of our school community are treated with respect and dignity
 ensure that students are not discriminated against and where necessary, are accommodated to participate in
education and all school activities (e.g. schools sports, concerts, camps and other special events) on the same
basis as their peers
 acknowledge and respond to the diverse needs, identities and strengths of all students
 encourage empathy and fairness towards others
 challenge stereotypes that promote prejudicial and biased behaviours and practices
 contribute to positive learning, engagement and wellbeing outcomes for students
Epping Views Primary School recognises the importance of the partnership between schools and parents to support
student learning, engagement and wellbeing. We share a commitment to, and a responsibility for, ensuring inclusive,
safe and orderly environments for children and young people.
This Statement of Values sets out our behavioural expectations of all members in this school community, including the
principal, all school staff, parents, students and visitors. It respects the diversity of individuals in our school community
and addresses the shared responsibilities of all members in building safe and respectful school communities.
Discrimination, sexual and other forms of harassment, bullying, violence, aggression and threatening behaviour are
unacceptable and will not be tolerated in this school.
Our Statement of Values acknowledges that parents and school staff are strongly motivated to do their best for every
child. Everyone has the right to differing opinions and views and to raise concerns, as long as we do this respectfully as
a community working together.
Bullying, harassment and other forms of inappropriate behaviour targeting individuals because of their personal
attributes will not be tolerated in our school community. Students who may have experienced or witnessed this type
of behaviour are encouraged to speak up and to let their teachers, parents or carers know about those behaviours to
ensure that inappropriate behaviour can be addressed.
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Epping Views Primary School will take appropriate measures, consistent with our Student Wellbeing, Engagement and
Inclusion Policy, in addition to our Anti-bullying & Cyber-bullying policy and Student Code of Conduct to respond to
discriminatory behaviour or harassment at our school.
Epping Views Primary School also understands that it has a special obligation to make reasonable adjustments to
accommodate students with disabilities. A reasonable adjustment is a measure or action taken to assist all students to
participate in their education on the same basis as their peers. Reasonable adjustments will be made for students with
disabilities through our Student Support Group processes in consultation with the student, their parents or carers,
their teachers and if appropriate, their treating practitioners. For more information about support available for
students with disabilities, please refer to our school’s Student Wellbeing, Engagement and Inclusion policy.

RELATED POLICIES AND RESOURCES:
Epping Views Primary School’s Student Wellbeing, Engagement and Inclusion Policy, Statement of Values and
Bullying policies can be accessed on our school webpage.
(www.eppingviewsps.vic.edu.au)


School Policy and Advisory Guide:
o
Inclusive Education
o
Koorie Education
o
Teaching Aboriginal and Torres Strait Islander Culture
o
Safe Schools
o
Supports and Services
o
Program for Students with Disabilities

EVALUATION:
This Policy will be reviewed as part of the school’s four-year review cycle.

This policy was last ratified by School Council in....
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Appendix 12

STUDENT ANTI BULLYING
Policy
Child Safe Standard 2: Statement of Commitment to Child Safety

RATIONALE:
The school will provide a positive culture where bullying is not accepted, and in so doing, all will have the right
of respect from others, the right to learn or to teach, and a right to feel safe and secure in their school
environment. Epping Views Primary School has zero tolerance for child abuse and has an active approach to the
duty of care in protecting children within the Epping Views School Community.
GUIDELINES:
1. Definition and Examples:
Bullying is when someone, or a group of people upset or create a risk to another person’s health and safety,
either psychologically, physically or their property, reputation or social acceptance. Bullying can be a series of
repeatedly intentionally cruel incidents, involving the same person, in the same bully and victim roles. Bullying
can also consist of a single interaction.
Some examples of bullying include:











Any form of physical violence such as hitting, pushing or spitting on others.
Interfering with another’s property by stealing, hiding, damaging or destroying it.
Using offensive names, teasing or spreading rumours about others or their families.
Using put downs, belittling others’ abilities and achievements.
Writing offensive notes or graffiti about others.
Making degrading comments about another’s culture, religious or social background.
Hurtfully excluding others from a group.
Making suggestive comments or other forms of sexual abuse.
Ridiculing another’s appearance.
Forcing others to act against their will.

2. The Rights of Students with Respect to Bullying at School:
All students have a right to:
 feel safe and secure at school, to work, play and move from place to place without being harassed or
bullied.
 travel to and from school safely without being harassed or bullied.
 be treated with fairness and respect, regardless of gender, race or disability.
 have personal and school property respected.
 expect a resolution of their problems, to be able to tell their side of the story in a dispute within a
supportive environment and to be taught strategies to solve problems.
3. The Responsibilities of Students Who Witness Incidents of Bullying:
Students have the responsibility to:
 refuse to be involved in any bullying situation, at school and while travelling to and from school. If
present when bullying occurs the student should report the incident or suspected incident to a teacher
or other adult.
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help to make our school a happy and safe place.
treat others (parents, students, teachers) with consideration, tolerance and respect, accepting
individuality.
respect the property of others and the school.
seek to resolve conflict in a positive and cooperative manner.

4. The Responsibilities of Parents:
The school recommends that parents:
 watch for signs of distress in their child, eg unwillingness to attend school, bed wetting, a pattern of
headaches, missing equipment, requests for extra money, damaged clothes or bruising.
 take an active interest in their child’s social life and acquaintances.
 advise their child to tell a staff member about bullying incidents.
 inform the school if bullying is suspected.
 do not encourage the child to retaliate.
 communicate to their child that parental involvement, if necessary, will be appropriate for the incident.
 be willing to attend interviews at the school if their child is involved in any bullying incident.
 be willing to inform the school of any cases of suspected bullying even if their own child is not directly
affected.
5. What the School Will Do to Counter Bullying on the Premises:
The staff have a responsibility to:
 be role models in word and action at all times.
 be observant of signs of distress or suspected incidents of bullying.
 make efforts to remove occasions for bullying by actively patrolling during yard duty and by supervising
effectively within the buildings.
 arrive at class on time and, where appropriate, move promptly between lessons.
 take steps to help victims and remove sources of distress without placing the victim at further risk.
 report suspected incidents to the appropriate staff member such as Student Wellbeing Officer, Class
Teacher, PLT Leader, Assistant Principal, Principal, who will intervene with appropriate strategies (e.g.
Assertiveness Training, Restorative Practice, Mediation) or provide consequences for infringements of the
school’s Code of Cooperation.
 provide opportunities for students to learn how to behave cooperatively and in a friendly manner to
others.
 provide opportunities for parents to participate in parenting training that develop social strategies.
 Provide anti-bullying programs for students eg. Friendly Schools & Families.
6. An Undertaking to Evaluate the Policy:
This policy will be evaluated annually through:
 The annual Parent Survey
 The annual Student Attitudes to School Survey.
 Examination and analysis of the register of reported incidents.
This policy was last ratified by School Council in…

July 2019
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INTERNATIONAL STUDENT PROGRAM IN VICTORIAN GOVERNMENT SCHOOLS
Monitoring and Compliance Reporting Procedures for Schools

Appendix 13

Purpose
The purpose of this document is to provide schools with guidelines to identify and monitor course progress, attendance and behaviour
for international students. This document is a step by step guide on when to intervene if international students are not meeting their
Visa requirements and for DET, as the registered provider to meet its ESOS requirements.
Legislative Authority
The attendance, academic progress, behaviour and course duration of international students must be systematically monitored under
the requirements of both the Migration Act 1958 and the ESOS National Code 2018.
1. Migration Act 1958 - Visa Conditions
Visa Condition 8202 requires students to remain enrolled in their registered course and to maintain satisfactory attendance. The
Migration Act provides for the possible cancellation of student visas where visa holders fail to meet attendance or academic
requirements as set out in visa condition 8202. The visa condition states:
The international student must maintain enrolment in a registered provider. The International Student must maintain satisfactory
course attendance and make satisfactory course progress as required by your education provider.
Further information on visa conditions can be found on the DHA website.
2. ESOS National Code 2018
The ESOS National Code has two Standards relating to the monitoring and compliance of international students.
Standard 8: Completion within the expected duration of study means that schools must monitor the workload of international
students to ensure they complete the course within the duration specified in their CoE.
Standard 8 also refers to Monitoring Course Progress and Attendance. This requires schools to:
•
Systematically monitor international students’ course progress. The National Code states that satisfactory attendance must
be at a minimum of 80%.
•
Notify and counsel students who are at risk of failing to meet their course progress requirements.
•
Report students who have breached the course progress requirements.
•
Systematically monitor international students’ compliance with student visa conditions relating to attendance.
•
Notify and counsel students who are at risk of failing to meet attendance requirements.
•
Report students who have breached the attendance requirements.
Standard 9: Allows IED to cancel the enrolment of a student on the grounds of misbehaviour.
3. School Compliance Monitoring Responsibilities
Legislation requires that ISCs in schools need to:
1.
Actively monitor international students.
2.
Implement an intervention strategy to assist at-risk students.
3.
Keep records of monitoring and actions undertaken.
4.
Report to IED any students who are non-compliant, in accordance with the Department’s policies and procedures.
Intervention and Reporting Steps
Below is a simple representation of the steps to be followed when dealing with international students who are at risk of failing to
comply with their visa conditions or the relevant ESOS National Code Standards. In this document you will find more detailed
descriptions of each intervention and reporting stage.
Unsatisfactory Attendance Guidelines
•
Students should attend all scheduled class hours
•
Satisfactory attendance is defined as a minimum of 80% attendance (or the school’s minimum VCE/VCAL attendance rate) in
each study period (semester).
•
Schools should ensure that a process and supporting system is in place to record attendance at every class and absences
noted, whether those absences are approved or not. A medical certificate is required as evidence of approval.
•
Attendance needs to be monitored for compliance on a minimum fortnightly basis for each student.
•
Schools are strongly encouraged to formally review the attendance of newly enrolled students between weeks 6–8. Students
or parents should receive the first notification of poor attendance at the end of their first study period (first semester of study), six
months after commencement.
•
Where non-compliance exists and attendance levels have dropped to near the minimum 80%, it is advisable to notify IED
(schools should use the International Student Attendance Summary Report provided in the Quality Standards Resources for this
purpose). This will assist the smooth actioning of DHA reporting procedures should this become necessary. Refer to the Attendance
Procedure on the following pages for information about when to report students to IED for unsatisfactory attendance levels.
•
Non-attendance due to illness, with a medical certificate is recorded as an approved absence. Approved absences do not
contribute to the overall attendance percentage, and students with documented illness leading to low attendance levels are
recommend to apply to defer their studies.
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•
Students who are too ill to make 80% attendance can defer their studies for up to six months; however, an application to
defer needs to be submitted and this decision must first be approved by IED. Medical certificates will be required and requests will be
assessed on the basis of assessment of the supporting evidence demonstrating compassionate and compelling circumstances. Please
refer to the Deferral Policy.
•
Schools can make use of school based attendance tools (e.g.: Compass) to record and monitor school attendance.
Unsatisfactory Attendance Procedures
Stage 1A – MONITOR ALL STUDENTS AND IDENTIFY ANY AT RISK STUDENTS
•
The Attendance rate should be calculated based on a study period, which is one semester (i.e. calculated on the basis that
the student will attend all classes remaining for the semester) and monitored for compliance on a minimum fortnightly basis for each
student. Reviewing attendance levels should be done systematically where possible using an automated attendance system.
•
Schools need to ensure that attendance is recorded at every class and absences noted, whether those absences are approved
or not.
•
Schools need to monitor, record and assess the attendance of each international student in each unit of the course for which
they are enrolled.
Stage 1B – IDENTIFY STUDENTS AT RISK (E.g.: Students with attendance of 90% and lower or more than 5 consecutive days absent
without approval)
•
Students who are identified as being at risk of not meeting attendance requirements should be advised that there are
concerns about their attendance and reminded of their program and visa conditions. Please refer to the ISP Course
Attendance/Behaviour/Course Progress Template.
•
A Welfare & Compliance Record should be started to record all actions & discussions relating to the student.
Stage 2 – IMPLEMENT INTERVENTION STRATEGY (attendance at 90-85%)
•
The student’s attendance is regarded at risk when it falls below 90%. (Note: For schools with attendance rates for VCE/VCAL
the at risk attendance rate may be higher)
•
The student should be advised about the importance of complying with their visa conditions and the impact of their
attendance on their ability to achieve study goals.
•
The student should be counselled to ensure that problems underlying their unsatisfactory attendance are addressed, taking
into consideration potential personal problems, difficulty adjusting to a new environment, adapting to new learning and teaching
approaches.
•
Suggested interventions include:
•
Regular counselling
•
Engaging the support of the homestay family
•
Advising the parents and seeking their support
•
Access to other support services the school may have
•
External support services (no extra charge)
•
Students who are too ill to make 80% attendance can defer their studies for up to six months, however this decision needs
to first be approved by the IED. Medical certificates will be required and requests will be assessed on the basis of the supporting
evidence confirming compassionate and compelling circumstances.
•
The student should be placed on an individualised School Contract with an appropriate review date (between 3-6 weeks).
This should include both student and school responsibilities and commitments to satisfying the minimum attendance requirements.
•
The Principal Class Officer (PCO) should be advised of the issue and conduct a meeting with the student to discuss their
attendance.
•
The student’s parents should be advised verbally of the student’s situation, via an interpreter if required, and be sent a
translated copy of the School Contract.
Stage 3a – FINAL UNSATISFACTORY ATTENDANCE MEETING (attendance at 80-85%)
•
The ISC will organise a meeting with the student and the School Principal.
•
The ISC should provide the student with written notification of the meeting time and location and the reason their attendance
is required.
•
The Principal will facilitate the compliance meeting, discussing any issues or factors contributing to the student’s
unsatisfactory attendance.
•
The student’s options will be discussed with them as appropriate. (e.g. continuing with program, changing to another
education provider, returning home).
•
The student will be advised of the consequences of failing to meet attendance requirements.
•
The student will be placed on a Final Compliance Contract, with a review date to be determined by the Principal. This should
include both student and school responsibilities and commitments to ensuring attendance levels are satisfactory.
•
A copy of the Final Compliance Contract should be kept by the student and the school.
•
The school must provide the parents with a translated letter outlining the student’s situation and a translated copy of the
Final Compliance Contract.
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•
Students who do not attend scheduled meetings will have a maximum of 2 meetings arranged to discuss the unsatisfactory
attendance. Students who fail to attend both meetings will be progressed directly to Stage 4 – Report.
•
Students will be asked to sign the Final Compliance Contract to seek confirmation of their understanding; however they are
not obliged to do so. All conditions will still apply.
Stage 3b – ONGOING MONITORING & SUPPORT
•
The school must implement any intervention strategies outlined in the Final Compliance Contract and continue to counsel
and support the student.
•
The student’s attendance should continue to be monitored on a fortnightly basis.
Stage 4 – REPORTING UNSATISFACTORY ATTENDANCE
•
Attendance rates of less than 80% are unsatisfactory and this is the point at which the overseas student has failed to meet
satisfactory course attendance.
•
If a student fails to meet attendance progress requirements the school should advise IED immediately and provide an
updated copy of the Welfare & Compliance Record, Attendance Record, most recent school reports, any other relevant supporting
evidence, and records of all communication to parents and other relevant parties.
•
This may result in the student being reported to DHA. Please refer to the Reporting Guideline and Procedures located in the
last section of this document.
•
In UNUSUAL CIRCUMSTANCES where a student has not attended school and cannot be contacted or located, this must be
reported to IED. Please refer to IED’s Critical Incident Procedure for Missing Students.
•
As per Standard 8.15, IED may decide not to report the overseas student for breaching the attendance requirements if the
overseas student is attending at least 70 per cent of the scheduled course contact hours and: the overseas student provides genuine
evidence demonstrating that compassionate or compelling circumstances apply. These include, but are not limited to:
•
serious illness or injury
•
where a medical certificate states that the overseas student was unable to attend classes
bereavement of close family members such as parents or grandparents (where possible a death certificate should be provided)
•
major political upheaval or natural disaster in the home country requiring emergency travel and this has impacted on the
overseas student’s studies; or
•
a traumatic experience, which could include:
•
involvement in, or witnessing of a serious accident; or
•
witnessing or being the victim of a serious crime, and this has impacted on the overseas student (these cases should be
supported by police or psychologists’ reports).
•
If one of the above applies and IED decides not to report, the student will continue to attend their current school and if
applicable, continue to maintain their welfare arrangements.
•
Note: Reporting Guidelines and Procedures are located in the last section of this document
Unsatisfactory Behaviour Guidelines
•
Schools and ELS/C should provide all international students with their Code of Conduct at the time of enrolment and outline
its requirements to ensure that the students understand what the school expects of them.
•
Instances of misbehaviour or other breaches of the Code of Conduct should be dealt with swiftly, through measures such as
counselling.
•
School staff should be mindful of student cultural issues such as variations to concepts of punctuality and attitudes to
authority figures which may impact on unsatisfactory behaviour and inform the school’s response.
•
Where misbehaviour has led to investigations by Victoria Police, the school response should be informed by the status of
these investigations, in particular whether an offence is alleged or a conviction recorded.
•
An international student’s parents are to be notified as soon as possible of any unsatisfactory behaviour and any disciplinary
action taken for the most serious matters.
•
If the behaviour or actions of an international student warrants suspension or expulsion, the Department policies detailed in
the Ministerial Order 184 - Guidelines for Suspension and Expulsion should be applied. This document is available at the Department
of Education and Training website .
In the case of international students where there is a requirement to adhere to visa condition 8202 and ESOS National Code, in-school
suspension is the required action. This is so as not to force the international student into a situation w • If there are grounds for
expulsion of an international student from the school the Principal should consult IED. (For equity reasons, it is important that
international students are not treated differently from a local student under the same circumstances, should suspension or expulsion
be under consideration.
Unsatisfactory Behaviour Procedures
Stage 1a – MONITOR ALL STUDENTS
•
Students’ behaviour is monitored in accordance with school Code of Conduct and Homestay Agreement.
•
Behaviour that breaches the Code of Conduct is identified and responded to.
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•
Where the unsatisfactory behaviour constitutes a Critical Incident, the Critical Incident policy and procedures in the relevant
sections of the School Policy and Advisory Guidelines (SPAG) should be followed.
•
In cases of serious misbehaviour, especially where a risk is presented to themselves or other students, the school Principal
may consider suspension or expulsion under Ministerial Order 184 – Guidelines for Suspension and Expulsion.
•
The first consideration in responding to any incidence of unsatisfactory behaviour is the safety and wellbeing of all students.
•
Serious incidents of misbehaviour which pose a threat to student safety or the risk of serious property damage should be
reported to the Security Services Unit on telephone (03) 9589-6266.
Stage 1b – IDENTIFY NON-COMPLIANT BEHAVIOUR
•
Students who have breached the school Code of Conduct are advised immediately that there are concerns about their
behaviour and reminded of their program and visa conditions.
•
A Welfare & Compliance Record is used to record all actions & discussions relating to the student.
Stage 2 – IMPLEMENT INTERVENTION STRATEGY
The student is advised about the importance of complying with their visa conditions and the impact of their behaviour on their ability
to achieve study goals.
•
The student is counselled to ensure that the behavioural issues are addressed, taking into consideration difficulty adjusting
to a new environment, new learning and skills or potential personal problems.
•
Suggested interventions include affording the student the opportunity to access support resources such as counsellors.
•
The school may also access support resources offered by the DE&T Regional Office.
•
If the behavioural issue is of sufficient seriousness to involve Victoria Police or welfare authorities, ongoing liaison with these
bodies should be established.
•
The student is placed on an individualised School Contract with an appropriate review date (between 3-6 weeks). This should
include both student and school responsibilities and commitments for ensuring that the unsatisfactory behaviour does not recur.
•
The PCO is advised of the issue and should conduct a meeting with the student to discuss their behaviour.
•
Homestay hosts are made aware that there is a behaviour issue and their assistance sought in managing the problem.(where
applicable)
•
The student’s parents are advised verbally of the student’s situation, via an interpreter if required, and be sent a translated
copy of the School Contract.
•
In serious cases the School Principal may opt to inform IED of the student’s behaviour and be sent a copy of the School
Contract, Welfare & Compliance Record, Attendance Record and most recent school reports as appropriate.
Stage 3a – FINAL UNSATISFACTORY BEHAVIOUR MEETING
•
In the event that the unsatisfactory behaviour persists, the school informs IED of the breach of the School Contract and sends
an updated copy of the Welfare & Compliance Record, Attendance Record and most recent school reports for retention on file.
•
The ISC organises a meeting with the student and the School Principal to discuss the student’s behaviour.
•
The ISC provides the student with written notification of the meeting time and location and the reason their attendance is
required.
•
The Principal facilitates the meeting, discussing any issues or factors contributing to the student’s behaviour.
•
The student’s options will be discussed with them as appropriate. (e.g. continuing with program, changing education
provider, returning home).
•
Options for responding to the unsatisfactory behaviour should take into account the wellbeing and future of the student
concerned and also that of any students effected by the behaviour.
•
The student will be advised of the consequences of continuing to breach the school Code of Conduct.
•
The student will be placed on a Final Compliance Contract, with a review date to be determined by the Principal. This should
include both student and school responsibilities and commitments for redressing the unsatisfactory behaviour.
•
A copy of the Final Compliance Contract is retained by the student and the school.
•
The school provides the parents with a translated letter outlining the student’s situation and a translated copy of the Final
Compliance Contract.
•
Students who do not attend a scheduled meeting will have a maximum of 2 meetings arranged to discuss behaviour. Students
who fail to attend both meetings will be progressed directly to Stage 4 – Report.
•
Students will be asked to sign the Final Compliance Contract to seek confirmation of their understanding, however they are
not obliged to do so. All conditions will still apply.
Stage 3b – ONGOING MONITORING & SUPPORT
•
The school will implement any intervention strategies outlined in the Final Compliance Contract and continue to counsel and
support the student.
•
The student’s behaviour continues to be monitored closely.
Stage 4 – REPORTING UNSATISFACTORY BEHAVIOUR
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•
If a student fails to address the behavioural issue or meet his/her commitments under the Final Compliance Contract the
school is to advise IED and provide an updated copy of the Welfare & Compliance Record, Attendance Record, most recent school
reports, any other relevant supporting evidence, and records of all communication to parents and other relevant parties. This may
result in the student being reported to DHA. Please refer to the Reporting Guideline and Procedures located in the last section of this
document.
Unsatisfactory Progress and Course Duration Guidelines
Academic Progress
•
Schools monitor, record and assess the progress of each international student in each unit of the course for which they are
enrolled, to ensure they complete their course within the course duration that is on their CoE.
•
Monitoring course progress and course duration needs to be done systematically at the end of each term. Records should be
kept in the school’s electronic course progress student management system and where hard copy records are maintained in each
student’s file.
•
At school, in order to achieve and maintain satisfactory course progress an international student must:
•
Pass or demonstrate competency in at least 50 per cent of the course requirements for a study period (one semester).
•
Successfully complete sufficient units of study to enable completion within the CoE duration in each study period (one
semester). E.g.: for year 11 and 12 students satisfactorily complete sufficient units to achieve VCE/VCAL qualification.
•
If there is any indication that an international student’s course progress is unsatisfactory, or is becoming unsatisfactory, the
student should be counselled and advised about course requirements, fulfilling visa condition 8202 and the National Code Standard
8.
•
As a minimum, the interim report at the end of each term (this may vary with continuous reporting) identifies students at
risk of failing to achieve satisfactory course progress, or of not completing their course in the specified duration. Students found to be
at risk are to be counselled and the school must intervene to assist them at this stage. Suitable interventions strategies include:
•
extra tutoring
•
additional English
•
counselling, including exploration of alternative study options
•
subject selection advice
•
other resources that individual schools may have.
This must be documented using the International Student Welfare and Compliance Record.
•
Issues raised in counselling session(s), should be resolved where possible. Such issues may include personal problems, such
as difficulty in adjusting to a new environment, new learning and teaching styles or lack of time management and study skills.
•
If the student needs to be referred to an external support service, such as counselling, there will be no charge incurred by
the student.
Course duration
•
At all times the student should be in a position to complete the course within the expected duration as specified on their
CoE.
•
Schools should be alert to any academic or other issues that may render a student unable to complete the program within
the specified duration.
•
IED can only allow students to extend the expected duration of study for the course through the issuing of a new CoE in
limited circumstances, such as compassionate or compelling circumstances, or where there is proof of early intervention.
The intervention strategy
•
It is important that schools ensure that their intervention strategies are activated early enough to assist students to complete
their course within the expected duration. It is not a mechanism to extend study beyond the specified course duration period.
•
A new CoE may be granted when:
•
the school is in the process of implementing its intervention strategy for students who were at risk of not meeting satisfactory
course progress.
•
an approved deferment of study has been granted.
Unsatisfactory Progress Procedures
Students identified as being at risk of failing to make satisfactory course progress or not completing their course on time are subject
to the following procedure.
Stage 1a – MONITOR ALL STUDENTS
•
Students’ academic progress is monitored on an ongoing basis.
Stage 1b – IDENTIFY STUDENTS AT RISK
•
Students whose engagement or academic progress is unsatisfactory and/or likely to lead to the student failing to complete
the program in the timeframe specified on their CoE are identified.
Stage 2 – IMPLEMENT INTERVENTION STRATEGY
•
The school intervention strategy commences to assist the student (using the International Student Welfare and Compliance
Record)
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•
The student is counselled about course requirements and advised about fulfilling visa condition 8202 and National Code
Standard 8.
•
The student is placed on a school contract, with a review date. A reasonable review period for course progress is six weeks
or the end of term, whichever comes first.
•
The PCO is informed.
•
The student’s parents are advised verbally of the student’s situation, via an interpreter if required, and be sent a translated
copy of the School Contract
•
Note: Stages 1 and 2 must occur within the duration of one study period (one semester).
Stage 3a – FINAL COMPLIANCE CONTRACT
•
If the student fails to comply with the school contract the Principal will meet with the student and put them on a Final
Contract.
•
After this meeting the school undertakes the following:
•
Informs the student’s parents in writing (translated, if necessary) of the results of the meeting, and the consequences of the
student breaching the final contract.
•
Informs IED that DHA reporting procedures may become necessary for the student.
•
Continues to closely monitor the student.
•
The review date for the Final Contract will be determined at the time of the interview.
•
The student’s course progression must continue to be monitored to ensure compliance with visa condition 8202 and ESOS
National Code Standard 8.
•
At the end of the review period the school should provide IED with a report on the student’s progress in each subject,
indicating their ability to continue into the next study period (semester).

Stage 3b – ONGOING MONITORING & SUPPORT
•
The school implements intervention strategies outlined in the Final Compliance Contract and continues to counsel and
support the student.
•
The student’s progress continues to be monitored closely.
Stage 4 – REPORTING UNSATISFACTORY PROGRESS & COURSE DURATION
•
Unsatisfactory course progress is defined as:
•
The school considers the student would benefit from repeating a year.
•
The student has not satisfactorily completed sufficient units achieve a VCE/VCE qualification.
•
The student has not passed the majority of units for two consecutive study periods (two consecutive semesters).
•
If a student fails to address the course progression issue or meet his/her commitments under the Final Compliance Contract
the school advises IED and provides an updated copy of the Welfare & Compliance Record, Attendance Record, most recent school
reports, any other relevant supporting evidence, and records of all communication to parents and other relevant parties.
Note: Reporting Guidelines and Procedures are located in the last section of this document
Reporting Guidelines
When a student is reported as non-compliant, their original visa conditions remain in place until a decision regarding visa cancellation
is made by DHA. In this time, the student is still required to attend and comply with all their other visa conditions. It is important that
schools are aware that they are still responsible for the student. Schools remain responsible for student attendance and academic
performance even after IED has issued the Non-Compliance Notification to DHA.
Where the Department has welfare responsibilities for an international student under 18 years of age, those responsibilities continue
after a student is excluded from school until:
•
The student leaves Australia.
•
The student has alternative welfare arrangements approved by another registered provider.
•
Care of the student by a parent or nominated relative is approved by Immigration.
Reporting without an Appeal Period
ESOS National Code Standard 9 outlines that an overseas student does not have to be given the opportunity to appeal a provider initiated cancellation of enrolment when the overseas student’s health or wellbeing, or the wellbeing of others, is likely to be at risk.
IED is required to keep evidence of this. This may include, but is not limited to when the overseas student:
•
Refuses to maintain approved care arrangements, if they are under 18 years of age.
•
The student is missing.
•
The student has medical concerns, severe depression or psychological issues which lead the provider to fear for the overseas
student’s wellbeing.
•
The student has engaged or threatens to engage in behaviour that is reasonably believed to endanger the overseas student
or others.
•
The student is a risk of committing a criminal offence.
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Reporting Procedures
Stage 1 – Beginning process of reporting (IED action required)
•
An Intention to Report Checklist and a summary of incident is prepared. It is crucial to have all relevant documentation and
evidence from the school.
Note: IED understands that in exceptional circumstances it is not feasible for schools to obtain all evidence and follow all the
procedures for monitoring attendance, behaviour and course progress. In these circumstances, the school must provide IED with
other evidence that all efforts have been made to implement other intervention strategies.
•
The student’s case is referred to IED.
•
IED begins process of reporting by initiating Intention to Report to DHA.
•
Intention to Report Notice sent to student, parent and school. (Where IED has formed the opinion that on reasonable grounds
the safety and wellbeing of the student and/or people the student may encounter is in jeopardy, the Executive Director IED may report
to DHA immediately), while still issuing a Notice of Intention to Report.
•
Student is given 20 working days from the date of issue of the Intention to Report Notice to access the internal appeals
process.
•
If student does not access the internal appeals process within this specified timeframe, IED will report the student to DHA.

Stage 2 – Student accesses internal appeals process (IED action required)
•
The Executive Director, IED will commence review of case within 10 working days of receipt of the written appeal.
•
If the student is successful with the internal appeals process, the student and school are informed of the outcome in writing.
•
If the student is unsuccessful with the internal appeals process, the student and school are informed of outcome and advised
of their right to access the external appeals process.
•
Where a student appeals against the decision to report for unsatisfactory course progress or unsatisfactory attendance, the
enrolment must be maintained until a decision is made through the external appeals process.
•
Where a student appeals against the decision to report the student for misbehaviour or to cancel the student’s enrolment,
the enrolment must be maintained until a decision is made through the internal appeals process.
•
If the student does not access the external appeals process within the specified timeframe, IED reports the student to DHA.
Stage 3 – Student accesses external appeals process (IED action required)
•
Student has 10 working days from the date of internal appeal decision to lodge an external appeal in writing.
•
If the student is successful with the external appeals process, the student and school are informed of the outcome.
•
If the student is unsuccessful with the external appeals process, the student and school are informed in writing of the
outcome and the student is reported to DHA.
IED will also advise the family/student that the enrolment has been cancelled. The letter will include advice that the enrolment has
been cancelled, DHA has been notified and that the family/student have 14 days to make alternative welfare arrangements, if
applicable.
As per Standard 5.6.4, if after 14 days no alternative welfare arrangements have been made, DET will cancel the CAAW and advise
DHA that is no longer able to approve the student’s welfare arrangements.
Stage 4 – Reporting (IED action required)
•
IED reports the student’s non-compliance with their visa conditions to DHA through the PRISMS system, and advice is
provided to the student that this action has taken place.
•
DHA investigates the circumstances surrounding the non-compliance and may cancel the student’s visa.
•
The student may seek a review of this decision through DHA internal processes.
In the event that the visa is cancelled, the student would normally be obliged to leave Australia and IED will follow up with the school
after 28 days to confirm the student’s departure, ensuring that CASES21 has been updated accordingly.
Other visa related breaches
Non-compliance with any other 500 (formerly 571) student visa conditions may also result in IED reporting students to DHA as required
in accordance with the ESOS National Code 2018. Schools are audited on the above requirements through the ISP Compliance Audit
Process here he or she cannot meet the 80% attendance requirement.
Other visa related breaches
Non-compliance with any other 500 (formerly 571) student visa conditions may also result in IED reporting students to DHA as required
in accordance with the ESOS National Code 2018. Schools are audited on the above requirements through the ISP Compliance Audit
Process
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