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Purpose 

West End State School (WESS) and the community are committed to providing a safe, 
responsible, respectful and disciplined learning environment for all students, staff, parents, 
carers and visitors. 

The Student Code of Conduct upholds the Vision and Values of WESS and is the foundation 
of the way we work within our community. 

The Student Code of Conduct is designed to facilitate high expectations of behaviour so that 
the learning and teaching in our school is prioritised and students participate positively within 
our school's community. 

The Student Code of Conduct sets out the responsibilities and processes we use to promote 
a productive, effective whole school approach to discipline for all. 
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Consultation 

The WESS Student Code of Conduct was developed after a consultation process where 
opportunities for feedback from the Leadership Team, Staff, Students and Parents/Carers 
were provided throughout the process. 

WESS School Council input was facilitated through the working party leading the documents 
development. 

A draft Student Code of Conduct was prepared and distributed for comment to all members 
of the School Council in Term 3, 2020. Suggested changes and feedback were enacted and 
document returned to the School Council in Term 4, 2020 for endorsement. 

Review Statement 

The WESS Student Code of Conduct will undergo annual minor updates to reflect changing 
circumstances. All changes will be shared with our families at P&C, School Council and 
through our various communication platforms and endorsed by the School Council. A full 
review is conducted every four years in line with the scheduled review process for the 
School Planning, Reviewing and Reporting cycle. 

.. .... 
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Whole School Approach To Discipline 

At WESS our behaviour expectations are framed by the West End Way, which incorporates 
Our Vision, Our Values, Our Rules and Our Practices. 

The West End Way unites our school community and forms the foundation for meeting the 
needs of all students and guides our decision making processes. 

tE 
Our Vision 

1111. ~ ~ Empower every 
student to achieve 

~ " their personal best 
~ ~ to make the world 

1111. a better place. 

Our Values Our Rules Our Practices 

~ e/• 
~ Creativity "\.fl 

1111 , 
Be Respectful 

Confidence 
,:, ~- Growth Mindset l-11 

it ll 
Chollenge 

Be Responsible « j1'j ~ Compassion 
\. 

ri J'l 

Community Be Safe Mindfulness 

We All Smile in the Same Language 

The Student Code of Conduct articulates our expectations for student behaviour, assisting 
the WESS community to create and maintain a positive and productive learning and 
teaching environment. An environment where ALL school community members have clear 
and consistent expectations as well as a clear understanding of their role in the educational 
process. 
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Expectations 

This flowchart outlines the expectations of all stakeholders. 

WESS School Rules 

WESS has three school rules: 

WESS Expectation Matrix 

Be Respectful 

Be Responsible 

Be Safe 

A set of behavioural expectations in specific settings has been collaboratively developed to 
support each of our three school rules. The Matrix outlines our agreed specific behavioural 
expectations in all school settings. 

These expectations are communicated to students via a number of strategies, including: 

• Focused behaviour lessons 

• School Assemblies 
• Active supervision by staff during classroom and non-classroom activities. 

• Classroom expectations, acknowledgements and consequences 
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Ihe West End 

I 
• 
I 

~ 

'i"' ~"'. !l\.Jf 

Be Respectful 
0 Always greet and be respectful to staff 

0 Follow adult directions 

0 Respect others' personal space and 
property 

0 Care for equipment 

0 Use polite language 

0 Show pride in yourself and the school 

0 Wear the correct school uniform 

0 Respect other's right to learn 

0 Raise your hand to speak 

0 Talk in turns and use a quiet voice 

0 Be a good listener 

o Play fairly - take turns 

o Invite others to join in 

o Follow rules 

Use Getting Along strategies 

o Care for the environment 

o Walk quietly and orderly so that others 
are not disturbed 

o Use designated stairwells 

o Respect privacy of others 

o Use facilities appropriately 

O Wait your turn 

O Keep your belongings nearby 

o Respect other's belongings 

o Wait respectfully at the council bus stops 

■ o Think before posting online 

o Communicate kindly and respectfully 

o Ask permission before sharing anything • 

.::, ~-f .. n 
ii ll 

Be Responsible 

0 Ask permission to leave the classroom 

0 Be on time 

0 Be in the right place at the right time 

0 Follow instructions straight away 

0 Be a responsible role model 

0 Use good manners 

0 Demonstrate a Growth Mindset 

0 Be prepared and have all equipment 

0 Be a persistent learner and complete 
tasks 

0 Take an active role in class activities 

0 Keep work space tidy 

0 Be honest 

0 Enter classrooms only if a teacher is 
present 

o Be a problem solver 

o Return equipment to correct place 

o Before school wait quietly and sit in the 
appropriate AstroTurf area for your year 

level 

O Seek help from a staff member if needed 

o Move peacefully 

O Use toilets during breaks 

o In class time, go in pairs (all year levels) 

o Return straight to class 

O Report any mess or damage 

O Leave school promptly in an orderly way 

o Say and share online what you would say 
to others face to face 

o Follow the Student Computer & Internet 
Use Agreement 

O Use technology as instructed 

les 

Be Safe 

o Use equipment appropriately 

o Keep hands, feet and objects to yourself 

o Never leave the school grounds without 
permission 

O Stay out of restrkted areas 

0 Walk 

o Sit appropriately 

o Enter and exit rooms in an orderly manner 

o Participate in school approved games 

o Wear shoes and socks at all times 

O Run on the oval only 

o Always wear your hat 

o Do not climb on equipment or trees 

o No hard balls, bats or tackling 

o Chasing games only on the oval 

o Rails are for hands 

O Walk one step at a time and stay to the left 
of the stairwell 

o carry items safely 

o Keep passage ways clear at all times 

o Wash hands 

o Walk 

o Ask permission and take a buddy 

o Use own bike and scooter only 

o Walk bike and scooter to and from the gate 

o Wait inside the gate until the car stops 

o Follow crossing supervisor's directions 

O Use traffic light/signals 

o Follow Road Rules 

o Keep personal information private 

o Keep passwords secret 

O Report unwanted contact to a trusted adult 

We All Smile in the Same Language 
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Supporting the West End Way 

WESS implements the following proactive and preventative processes and strategies to 
support student behaviour: 

• Comprehensive induction of the WESS Student Code of Conduct for Students (mini 
on-line introduction) delivered to new students as well as new and relieving staff. 
(Future idea) 

• Joint construction of classroom expectations aligned with school rules, expectations, 
acknowledgements and consequences. 

The Rules in Our Class 
~ Be 

firt Respectful 

> ff Be 

i1 t t Responsible 
Be 

Safe 

,. Rul, r,m.,nd,r 

2. Cho,ce o(f,r,d - You n11d to or 

,. [o-,,,s,~u,nc,s -

<. Class Step Pla:n ( (or perst.stent poor l,,'1.a.v,our) 

s. School B,'1.a.v,our St,p Plan - n,~ot,a.ted w,tk DP.. pa.r,ntslca.r,rs. tea.ch,r 

We AH Smile in the Same Language 

Refer to Appendix 1 - Class Step Plan for more information. 
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• WESS Behaviour Team and skilled staff regularly provide information to staff, sharing 
successful practices and strategies. This includes staff meeting updates, teacher 
aide professional development, Essential Skills in Classroom Management and 
Classroom Profiling. 

• Individual Behaviour Plans (IBPs) developed with students, families and relevant 
specialists (where appropriate) for students who demonstrate repeated unacceptable 
behaviour. IBPs provide a personal framework of positive behaviour expectations 
and actions and enable staff to provide consistent strategies or adjustments across 
all learning environments. 

WESS also implements the following practices to support positive behaviour. 

• Growth Mindset - the belief that abilities can be developed through dedication and 
hard work - brains and talent are just the starting point. This view creates a love of 
learning and a resilience that is essential for great accomplishment. Teaching a 
growth mindset creates motivation and productivity and enhances relationships. 

• Mindfulness - proven to help students with sleep, wellbeing, managing emotions, 
concentration and school behaviour. It also assists with stress management, 
increased resilience and creativity, better decision making and a sense of calm, 
clarity and contentment. 

• Behaviour Reflection Room - The purpose of the Behaviour Reflection Room for 
students, is to provide a supportive environment to reflect on their behaviour, how it 
has affected themselves or others and how they can move forward and learn from 
their mistakes. The Behaviour Reflection Room staff lead students to discuss their 
behaviour in light of the school's Vision, Values and Rules and how restoration may 
be achieved. The process is highly individualized to meet the specific needs of each 
student. 

WESS supports positive behaviour for students with the following staff: 

• Teachers 
• Support Staff 

• Leadership Team 

• Guidance Officer 
• Advisory Visiting Teachers 

• Student Support Worker 

• WESS Behaviour T earn 

• Regional Behaviour Team 

Support is also available through the following government and community agencies: 

• Disability Services Queensland 
• Child and Youth Mental Health 

• Queensland Health - Child Health Service 

• Department of Human services Child support 

• Police 
• External Counsellors i.e. Autism Hub 

• General Practitioner 

• Family and Child Connect 
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Responding to Unacceptable Behaviour 

WESS aims to prevent unacceptable behaviour by teaching and reinforcing expected 
behaviours on an ongoing basis. Our school seeks to ensure that responses to unacceptable 
behaviour are consistent and proportionate to the nature of the behaviour. Refer to 
Appendix 2 - Minor/Major Unacceptable Behaviours Examples. 

MINOR 

RESPONDING TO 
UNACCEPTABLE BEHAVIOUR 

MAJOR 

Minor breaches of the school rules i---t hat do not seriously harm others 

Major breaches of the school rules 
that significantly affect/harm others 

or self. or self. 

Intervention conducted by the 

staff on duty (classroom and 

playground). 

Process: 
1. Scan/assess/investigate. 
2. Identify the unacceptable 

behaviour referring to 
values/rules. 

3. Ask student/s to name expected 
behaviou rs/va I ues/ru les. 

4. Restate and explain the values/ 

rules. 
5. Apply logical consequence/s. 

Logical Consequences-Examples 
( refer to differentiated 
disciplinary consequences): 
1. Time out of activity for a short 

time . 
2. Loss of privilege. 
3. Warning regarding future 

consequences. 

4. Apology. 

5. Restitution . 
6. Appropriate consequence, 

e.g. picking up rubbish . 

7. Ind ividual meeting with 
student. 

8. Orange slip (Minor Incident 

Report) to classroom teacher. 

NO 

Investigate, gather data of 
incident details and actions. 

Complete Behaviour Referral 
Form and Behaviour Incident 

Report and return to 
Administration Office, 

Class Teacher to communicate 

with Parents/Carers regarding 
the unacceptable behaviour. 

Referral to Behaviour 
Reflection Room. 

Process: 

RED CARD OR CONTACT OFFICE 

Referral to Leadership Team 
for intervention, 

investigation and response. 

Investigation in line with 
Student Discipline Procedure to 

determine consequences. 

Decision made by the Principal 
and enacted according to 

policy. 

1. Students attend during play break/s. 
2. 1:1 Discu ssion with student gain ing student voice: 

What happened? Why? How do you feel? How hos your behaviour 
affected self/others? 

3. Clarification around other students involvement explored if required. 

4. Reference the West End Way and discuss behaviour in re lation to 

Vision, Values, Rules. 
5. Discuss how student would do things differently next time. 

6. How can restoration be ach ieved? e.g. apology, etc. 
7. Refer to Disciplinary Consequences: Focused and Intensive. 

Ongoing Individual Intensive Support 
Required: 
1. Skills programs, e.g. friendsh ip, emotional 

regulation strategies. 
2. Risk Assessment 

3. Individual Behaviour Plan (IBP) fo r classroom/ 
playground negotiated w ith student/family. 

4. Regular reviews and adjustments to be made. 

Behaviour Team 
record incident/ 
plans/progress 
in OneSchool. 

Refer to Appendices for examples of forms. 
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Consideration of Individual Circumstances 

Staff at WESS take into account students' individual circumstances, such as their behaviour 
history, disability, mental health and wellbeing, religious and cultural considerations, home 
environment and care arrangements when teaching expectations, responding to 
unacceptable behaviour or applying a disciplinary consequence. 

In considering the individual circumstances of each student, we recognise that the way we 
teach, the support we provide and the way we respond to students will differ. This reflects 
the principle of equality, where every student is given the support they need to be 
successful. This also means that not everyone will be treated the same, because treating 
everyone the same is not fair. For example, some students need additional support to 
interpret or understand an expectation. Others may benefit from more opportunities to 
practise a required skill or behaviour. For a small number of students, the use of certain 
disciplinary consequences may be considered inappropriate or ineffective due to complex 
trauma or family circumstances. These are all matters that our teachers and principal 
consider with each individual student in both the instruction of behaviour and the response to 
behaviour. 

Our teachers are also obliged by law to respect and protect the privacy of individual 
students, so while we understand the interest of other students, staff and parents/carers to 
know what consequences another student might have received, we will not disclose or 
discuss this information with anyone but the student's family. This applies even if the 
behavioural incident, such as bullying, involves your child. You can be assured that WESS 
staff take all matters, such as bullying, very seriously and will address them appropriately. 
We expect that parents/carers and students will respect the privacy of other students and 
families. 

1. Differentiated and Explicit Teaching 

WESS provides differentiated teaching to respond to the learning needs of all students. This 
involves teaching expected behaviours and providing opportunities for students to practise 
these behaviours. Teachers reinforce expected behaviours, provide feedback and 
correction, and opportunities for practise. 

Teachers at WESS vary what students are taught, how they are taught and how students 
can demonstrate what they know as part of this differentiated approach to behaviour. These 
decisions about differentiation are made in response to data and day-to-day monitoring that 
indicates the behavioural learning needs of students. This enables our teachers to 
purposefully plan a variety of ways to engage students, assist them to achieve the expected 
learning and to demonstrate their learning. 

2. Focused Teaching 

Focused teaching is used to revisit key behavioural concepts and/or skills, using explicit and 
structured teaching strategies in particular aspects of a behaviour skill. Focused teaching 
provides students with more opportunities to practise skills and multiple opportunities to 
achieve the intended learning and expected behaviour. 
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3. Intensive Teaching 

Some students may require intensive teaching for a short period, for particular behaviour 
skills. Other students may require intensive teaching for a more prolonged period. Decisions 
about the approach will be made based on data collected from their teacher or teachers, and 
following consultation with the student's family. 

Students who require intensive teaching will be assigned an individual case manager at the 
school that will oversee the coordination of their program, communicate with stakeholders 
and directly consult with the student and family. 

Delegations 

Under the Education (General Provisions) Act 2006, state school principals are responsible 
for "controlling and regulating student discipline in the school". 

Principals are afforded a number of non-delegable powers to assist them to meet this 
obligation, including the authority to suspend, exclude or cancel the enrolment of a student 
at the school. These decision-making responsibilities cannot be delegated to other staff in 
the school, such as deputy principals. 

The details of these responsibilities are outlined in the legislative instruments of delegation 
and instruments of authorisation provided below: 

• Education (General Provisions) Act 2006 Director-General 's delegations 

• Education (General Provisions) Act 2006 Minister's delegations 
• Education (General Provisions) Act 2006 Director-General 's authorisations 

• Education (General Provisions) Regulation 2017 Minister's delegations 

• Education (General Provisions) Regulation 2017 Director-General's 
delegations 

Reference: https://www. legislation .q Id .gov .au/view/html/inforce/current/act-2006-039#ch. 12 

13 
Queensland 
Government 



Disciplinary Consequences 

The disciplinary consequences model used at WESS follows the same differentiated 
approach used in the proactive teaching and support of student behavioural expectations. 

The majority of WESS students will be confident and capable of meeting established 
expectations that are clear, explicitly taught and practised. In-class corrective feedback, 
sanctions and rule reminders may be used by teachers to respond to low-level or minor 
problem behaviours. 

Some students will need additional support, time and opportunities to practise expected 
behaviours. A continued pattern of low-level behaviour can interfere with teaching and 
learning for the whole class, and a decision may be needed by the class teacher to refer the 
student to the school Behaviour Team. 

For a small number of students, a high level of differentiated support or intensive teaching is 
required to enable them to meet the behavioural expectations. This may be needed 
throughout the school year on a continuous basis. The determination of the need will be 
made by the Leadership Team in consultation with staff and other relevant stakeholders. 

On occasion the behaviour of a student may be so serious, such as causing harm to other 
students or to staff, that the Principal may determine that an out of school suspension or 
exclusion is necessary as a consequence for the student's behaviour. Usually this course of 
action is only taken when the behaviour is either so serious as to warrant immediate removal 
of the student for the safety of others, and no other alternative discipline strategy is 
considered sufficient to deal with the problem behaviour. 

The differentiated responses to problem behaviour can be organised into three tiers, with 
increasing intensity of support and consequences to address behaviour that endangers 
others or causes major, ongoing interference with class or school operations. 

1. Differentiated 

Staff provide in-class or in-school disciplinary responses to low-level or minor problem 
behaviour. This may include: 

• Pre-correction (e.g. "Remember, walk quietly to your seat") 

• Non-verbal and visual cues (e.g. posters, hand gestures) 

• Whole class practising of routines 
• Ratio of 5 positive to 1 negative commentary or feedback to class 

• Corrective feedback (e.g. "Hand up when you want to ask a question") 

• Rule reminders 
• Explicit behavioural instructions (e.g . "Pick up your pencil") 

• Proximity control 
• Tactical ignoring of inappropriate behaviour (not student) 
• Revised seating plan and relocation of student/s 

• Individual positive reinforcement for appropriate behaviour 

• Class wide acknowledgements 
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• Reminders of acknowledgements or class goals 
• Redirection 
• Low voice and tone for individual instructions 
• Give 30 second 'take-up' time for student/s to process instruction/s 
• Reduce verbal language 
• Break down tasks into smaller chunks 
• Provide positive choice of task order ( e.g. "Which one do you want to start with?") 
• Prompt student to take a break or time away in class 
• Model appropriate language, problem solving and verbalise thinking process (e.g. 

"I'm not sure what is the next step, who can help me?") 

• Provide demonstration of expected behaviour 
• Private discussion with student about expected behaviour 
• Reprimand for unacceptable behaviour 
• Warning of more serious consequences (e.g. removal from classroom) 

• Detention 

2. Focused 

Class teacher is supported by other school-based staff to address in-class/playground 
problem behaviour. This may include: 

• Functional Behaviour Assessment 
• Individual student behaviour support strategies (e.g. Individual Behaviour Plan (IBP)) 
• Targeted skills teaching in small group 
• Detention 
• Behavioural contract 
• Counselling and guidance support 
• Self-monitoring plan 

• Check in Check Out strategy 
• Teacher coaching and debriefing 
• Referral to Student Support Network for team based problem solving 
• Stakeholder meeting with parents/carers and external agencies 
• Completion of a Behaviour Risk Assessment 

3. Intensive 

School Leadership Team work in consultation with Behaviour Team to address persistent or 
ongoing serious problem behaviour. This may include: 

• Functional Behaviour Assessment based individual support plan 
• Complex case management and review 
• Stakeholder meeting with parents/carers and external agencies including regional 

specialists 
• Temporary removal of student property (e.g. mobile phone) 
• Short term suspension (up to 10 school days) 
• Long term suspension (up to 20 school days) 
• Charge related suspension (student has been charged with a serious criminal 

offence is suspended from school until the charge has been dealt with by the relevant 
justice authorities) 
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• Suspension pending exclusion (student is suspended from school pending a decision 
by the Director-General or delegate (principal) about their exclusion from school) 

• Exclusion (student is excluded from a particular state school site, a group of state 
schools or all state schools in Queensland for a defined period of time or 
permanently) 

School Disciplinary Absences 

A School Disciplinary Absence (SDA) is an enforced period of absence from attending a 
Queensland state school, applied by the Principal as a consequence to address poor 
student behaviour. There are four types of SDA: 

• Short suspension ( 1 to 10 school days) 

• Long suspension ( 11 to 20 school days) 

• Charge-related suspension 

• Exclusion (period of not more than one year or permanently). 

At WESS, the use of any SDA is considered a very serious decision. It is typically only used 
by the Principal when other options have been exhausted or the student's behaviour is so 
dangerous that continued attendance at the school is considered a risk to the safety or 
wellbeing of the school community. 

Parents/carers and students may appeal a long suspension, charge-related suspension or 
exclusion decision. A review will be conducted by the Director-General or their delegate, 
and a decision made within 40 school days to confirm, amend/vary or set aside the original 

SDA decision by the Principal. 

The appeal process is a thorough review of all documentation associated with the SDA 
decision and provides an opportunity for both the school and the family to present their case 
in the matter. Time is afforded for collection, dissemination and response to the materials by 
both the school and the family. It is important that the purpose of the appeal is understood 
so that expectations are clear, and appropriate supports are in place to ensure students can 
continue to access their education while completing their SDA. 

Re-entry following suspension 

Students who are suspended from WESS will be invited to attend a re-entry meeting on the 
day of their scheduled return to school. The main purpose of this meeting is to welcome the 
student, with their parent/carer/s, back to the school. It is not a time to review the student's 
behaviour or the decision to suspend, the student has already received a punishment 
through their disciplinary absence from school. The aim of the re-entry meeting is for school 
staff to set the student up for future success and strengthen home-school communication. 

It is not mandatory for the student or their parents/carers to attend a re-entry meeting. It 
may be offered as a support for the student to assist in their successful re-engagement in 
school following suspension. 

Arrangements 

The invitation to attend the re-entry meeting will be communicated via telephone and in 
writing, usually via email. Re-entry meetings are short, taking less than 10 minutes, and 
kept small with only the Principal or their delegate attending with the student and their 
parents/carers. 
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A record of the meeting is saved in OneSchool, under the Contact tab, including any notes 
or discussions that occurred during the meeting. 

Structure 

The structure of the re-entry meeting should follow a set agenda, shared in advance with the 
student and their family. If additional items are raised for discussion, a separate 
arrangement should be made to meet with the parent/carer/s at a later date and time. This 
meeting should be narrowly focused on making the student and their family feel welcome 
back into the school community. 

Possible agenda: 

• Welcome back to school 

• Check in on student wellbeing 
• Discuss any recent changes to school routine or staffing 

• Offer information about supports available (e.g. Guidance Officer) 

• Set a date for follow-up 

• Thank student and parents/carers for attending 

• Walk with student to classroom 

Reasonable adjustments 

In planning the re-entry meeting, school staff will consider reasonable adjustments needed 
to support the attendance and engagement of the student. This includes selecting an 
appropriate and accessible meeting space, organising translation or interpretation services 
or supports (e.g. AUSLAN), provision of written and/or pictorial information and other 
relevant accommodations. The inclusion of support staff, such as guidance officers or 
Community Education Counsellors, may also offer important advice to ensure a successful 
outcome to the re-entry meeting. 

A Behaviour Referral Form and a Behaviour Incident Report are used to record all minor and 
major behaviours that require the intervention by the WESS Behaviour Team. Behaviour 
incidents are recorded on OneSchool. Refer to Appendices for examples of forms. 

Reference: https://ppr.qed.qld .gov.au/attachment/risk-assessment-behaviour-safety-and
wellbeing . pdf 

Reference: https://ppr.qed .qld.gov.au/pp/student-discipline-procedure 

" 
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School Policies 

Temporary removal of student property 

The removal of any property in a student's possession may be necessary to promote the 
caring, safe and supportive learning environment of the school, to maintain and foster mutual 
respect between all state school staff and students. The Temporary removal of student 
property by school staff procedure outlines the processes, conditions and responsibilities 

for state school principals and school staff when temporarily removing student property. 

In determining what constitutes a reasonable time to retain student property, the principal or 
state school staff will consider: 

• the condition, nature or value of the property 

• the circumstances in which the property was removed 

• the safety of the student from whom the property was removed, other students or 
staff members 

• good management, administration and control of the school. 

The Principal or state school staff determine when the temporarily removed student property 
can be returned, unless the property has been handed to the Queensland Police Service. 

The following items are explicitly prohibited at WESS and will be removed if found in a 
student's possession: 

• illegal items or weapons (guns, knives of any kind) 

• imitation guns or weapons 

• potentially dangerous items (e.g. blades, rope) 

• drugs (including tobacco) 

• alcohol 

• aerosol deodorants or cans (including spray paint) 

• explosives (e.g. fireworks, flares, sparklers) 

• flammable solids or liquids (e.g. fire starters, mothballs, lighters) 

• poisons (e.g. weed killer, insecticides) 

• inappropriate or offensive material (e.g. racist literature, pornography, extremist 
propaganda). 

Reference: https://behaviour.education .qld .gov.au/procedures-guidelines-and
forms/temporary-removal-of-student-property-by-school-staff 
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Use of mobile phones and other personal technology devices by 
students 

At WESS, "Personal Technology Devices" includes but is not limited to mobile phones, 
laptops, tablet devices, voice recording devices (whether or not integrated with a mobile 
phone or MP4 player), handheld gaming devices (e.g. Nintendo Switch, Sega Genesis), 
smart watches, SD cards or USBs. 

Bringing Personal Technology Devices to school is not encouraged by the school because of 
the potential for theft, damage, general distraction and/or disruption associated with them. 
Students should be encouraged to leave these devices at the Administration Office before 
school and pick them up at the end of the day. If students choose to keep their devices in 
their bags, they must be turned off and out of sight throughout the school day. 

The wearing of Personal Technology Devices is also not encouraged by the school because 
of the potential for theft, damage, general distraction and/or disruption associated with them. 
Students are permitted to use these devices as a watch only. They must not be used for any 
other purpose. 

Theft or loss of any Personal Technology Device is the sole responsibility of the student. 

It is unacceptable for WESS students while at school to: 

• use a mobile device in an unlawful manner 
• download, distribute or publish offensive messages or pictures 
• use obscene, inflammatory, racist, discriminatory or derogatory language 
• use language and/or threats of violence that may amount to bullying and/or 

harassment, or stalking 
• insult, harass or attack others or use obscene or abusive language 
• deliberately waste printing and internet resources 
• damage computers, printers or network equipment 
• commit plagiarism or violate copyright laws 
• ignore teacher directions regarding the use of social media, online email and internet 

chat 
• send chain letters or spam email Uunk mail) 
• share their own or others' personal information and/or images which could result in 

risk to themselves or another person's safety 
• knowingly download viruses or any other programs capable of breaching the 

department's network security 
• use in-phone cameras inappropriately, such as in change rooms or toilets 
• invade someone's privacy by recording personal conversations or daily activities 

and/or the further distribution (e.g. forwarding, texting, uploading, Bluetooth use etc.) 
of such material 

• use the mobile phone (including those with Bluetooth functionality) to cheat during 
exams or assessments 

• take into or use mobile devices at exams or during class assessment unless 
expressly permitted by school employees. 

Students should note that the recording or dissemination of images that are considered 
indecent (such as nudity or sexual acts involving children) are against the law and if detected 
by the school will result in a referral to Queensland Police Service. 
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Responsibilities for using the school's ICT facilities and devices 

• Students are expected to demonstrate safe, lawful and ethical behaviour when using 
the school's ICT network. 

• Students are to be aware of occupational health and safety issues when using 
computers and other learning devices. 

• Parents/carers are also responsible for ensuring students understand the school's 
ICT access and usage requirements, including the acceptable and unacceptable 
behaviour requirements. 

• Parents/carers are responsible for appropriate internet use by students outside the 
school environment when using a school-owned or school-provided mobile device. 

• The school will educate students regarding cyber bullying, safe internet and email 
practices, and health and safety regarding the physical use of ICT devices. Students 
have a responsibility to adopt these safe practices. 

• Use of the school's ICT network is secured with a user name and password . The 
password must be difficult enough so that it cannot be guessed by other users and is 
to be kept private by the student and not divulged to other individuals (e.g. a student 
should not share their username and password with fellow students). 

• Students cannot use another student's or staff member's username or password to 
access the school network. This includes not browsing or accessing another person's 
files , home or local drive, email or accessing unauthorised network drives or 
systems. Additionally, students should not divulge personal information (e.g. name, 
parent's name, address, phone numbers) via the internet or email, to unknown 
entities or for reasons other than to fulfil the educational program requirements of the 
school. 

• Students need to understand that copying software, information, graphics or other 
data files may violate copyright laws without warning and be subject to prosecution 
from enforcement agencies. 

At all times students, while using ICT facilities and devices supplied by the school , will be 
required to act in line with the requirements of the WESS Student Code of Conduct. 

Reference : https://ppr.qed.qld.gov.au/attachment/advice-for-state-schools-on-acceptable
use-of-ict-facilities-and-devices.docx 
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Preventing and responding to bullying 

School policy for preventing and responding to incidents of bullying (including cyberbullying): 

WESS uses the Australian Student Wellbeing Framework to promote positive relationships 
and the wellbeing of all students, staff and visitors at the school. 

There is no place for bullying at WESS. Those who are bullied and those who bully are at 
risk for behavioural, emotional and academic problems. These outcomes are in direct 
contradiction to our school community's Vision, Values and Rules. 

Bullying 

The agreed national definition for Australian schools describes bullying as: 

• ongoing and deliberate misuse of power in relationships through repeated verbal, 
physical and/or social behaviour that intends to cause physical, social and/or 
psychological harm; 

• involving an individual or a group misusing their power, or perceived power, over one 
or more persons who feel unable to stop it from happening; 

• happening in person or online, via various digital platforms and devices and it can be 
obvious (overt) or hidden (covert). Bullying behaviour is repeated, or has the potential 
to be repeated, over time (for example, through sharing of digital records); 

• having immediate, medium and long-term effects on those involved, including 
bystanders. Single incidents and conflict or fights between equals, whether in person 
or online, are not defined as bullying. 

Behaviours that DO NOT constitute bullying include: 

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

• not liking someone or a single act of social rejection 

• one-off acts of meanness or spite 

• isolated incidents of aggression, intimidation or violence. 

However, these conflicts are still considered serious and need to be addressed and 
resolved . At WESS our staff will work to quickly respond to any matters raised of this nature 
in collaboration with students and parents/carers. 

Reference: 
https://behaviour.education.qld .gov.au/supportingStudentBehaviour/BullyingCyberbullying/D 
ocu ments/bu I lying-school-aged-students-fact-sheet. pdf 

The following flowchart explains the actions WESS teachers will take when they receive a 
report about student bullying, including bullying which may have occurred online or outside 
of the school setting. Please note that the indicative timeframes will vary depending on the 
professional judgment of staff who receive the bullying complaint and their assessment of 
immediate risk to student/s. 
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Bullying response flowchart for teachers 

Please note these timelines may be adjusted depending on the unique circumstances and 
risk associated with each situation. This is at the professional judgment of the staff involved. 
Timeframes should be clearly discussed and agreed with student and family. 

Template timeframes 
to be adopted/adapted 
as necessary to 
address local context 

Key contacts for students and parents/carers to report bullying: 

Prep to Year 6 - Class teacher 

• Provide a safe, quiet space to talk 
• Reassure the student that you will listen to them 
• Let them share their experience and feelings without interruption 

• If you hold immediate concerns for the student's safety, let the student know how you will 
address these. Immediate in this circumstance is where the staff member believes the 
student is likely to experience harm (from others or self) within the next 24 hours 

• Ask the student for examples they have of the alleged bullying (e.g. handwritten notes or 
screen shots) 

• Write a record of your communication with the student 

• Check back with the student to ensure you have the facts correct 
• Enter the record in OneSchool 

• Notify parenUcarer/s that the issue of concern is being investigated 

• Gather additional information from other students, staff or family 

• Review any previous reports or records for students involved 
• Make sure you can answer who, what, where, when and how 
• Clarify information with student and check.on their wellbeing 

• Evaluate the information to determine if bullying has occurred or if another disciplinary 
matter is at issue 

• Make a time to meet with the student to discuss next steps 
• Ask the student what they believe will help address the situation 
• Provide the student and parenUcarer with information about student support network 
• Agree to a plan of action and timeline for the student, parenUcarer and yourself 

• Document the plan of action in OneSchool 

• Complete all actions agreed with student and parenUcarer within agreed 
timeframes 

• Monitor the student and check in regularly on their wellbeing 

• Meet with the student to review situation 
• Discuss what has changed, improved or worsened 

• Explore other options for strengthening student wellbeing or safety 
• Report back to parenUcarer 

• Record outcomes in OneSchool 

• Continue to check in with student on regular basis until concerns have been mitigated 
• Record notes of follow-up meetings in OneSchool 
• Refer matter to specialist staff within 48 hours if problems escalate 
• Look for opportunities to improve school wellbeing for all students 

https://behaviour.education.qld.gov.au/supportingStudentBehaviour/BullyingCyberbullying/Documents/ 
bullying-school-aqed-students-fact-sheet.pdf 
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Appropriate use of social media 

Cyberbullying 

Cyberbullying is treated at WESS with the same level of seriousness as in-person bullying. 
The major difference with cyberbullying however, is that unlike in-person bulling, 
cyberbullying follows students into their community, their homes and their bedrooms, giving 
them no opportunity to escape the harassment or abuse during the evening, weekends or 
holidays. 

In the first instance, students or parents/carers who wish to make a report about 
cyberbullying should approach the regular class teacher. 

It is important for students, parents/carers and staff to know that state school principals have 
the authority to take disciplinary action to address student behaviours that occur outside of 
school hours or school grounds. This includes cyberbullying. Parents/carers and students 
who have concerns about cyberbullying incidents occurring during school holidays should 
immediately seek assistance through the Office of the e-Safety Commissioner or the 
Queensland Police Service. 

Students enrolled at WESS may face in-school disciplinary action, such as detention or 
removing of privileges, or more serious consequences such as suspension or exclusion from 
school for engaging in behaviour that adversely affects, or is likely to adversely affect, other 
students or the good order and management of the school. 

Parents/carers or other stakeholders who engage in inappropriate online behaviour towards 
students, staff or other parents/carers may be referred to the Office of the e-Safety 
Commissioner and/or the Queensland Police Service. State school staff will be referred for 
investigation to the Integrity and Employee Relations team in the Department of Education. 

Appropriate use of social media 

No student of WESS will face disciplinary action for simply having an account. However until 
the age of 13 students require parental permission to hold accounts on social media 

As is set out in the school policy for preventing and responding to incidents of bullying 
(including cyberbullying), it is unacceptable for students to bully, harass or victimise another 
person whether within WESS grounds or while online. Inappropriate online behaviours can 
have a negative impact on student learning and the good order and management of WESS 
whether those behaviours occur during or outside school hours. 

This policy reflects the importance of students at WESS engaging in appropriate online 
behaviour. 

If unacceptable on line behaviour impacts on the good order and management of WESS, the 
school may impose disciplinary consequences for that behaviour regardless of whether the 
behaviour occurs during or outside of school hours. 

Disciplinary consequences could include suspension and/or exclusion. In serious cases of 
inappropriate on line behaviour, the school may also make a report to the police for further 
investigation. 

WESS will not become involved in concerns of cyberbullying or unacceptable online 
behaviour where the incident in question does not impact upon the good order and 
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management of the school. For example, where cyberbullying occurs between a student of 
this school and a student of another school outside school hours. Such an incident will be a 
matter for parents/carers and/or police to resolve. 

Laws and consequences of inappropriate online behaviour and 
cyberbullying 

Inappropriate online behaviour may in certain circumstances constitute a criminal offence. 
Both the Criminal Code Act 1995 (Cth) and the Criminal Code Act 1899 (Old) contain 
relevant provisions applicable to cyberbullying. 

The Commonwealth Criminal Code outlines a number of criminal offences concerning 
telecommunications services. The most relevant offence for cyberbullying is "using a 
carriage service to menace, harass or cause offence to another person". 

There are significant penalties for these offences. 

WESS strives to create positive environments for all students at all times of the day, 
including while online. To help in achieving this goal, WESS expects its students to engage 
in positive online behaviours. 

Reference: 
https://intranet.qed.qld.gov.au/EducationDelivery/educationandict/cybersafetyandReputation 
management/Documents/incident-management-guide-school-leaders.pdf 

... 
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Cyberbullying response flowchart for school staff 

How to manage on line incidents that impact your school 
Student protection 
If at any point the princ ipal forms a 
reasonable susp ic ion that a student 
has been harmed or is at risk of harm, 
they have a responsibility to respond 
in accordance with the Student 
protection procedure. 

Explicit images 
If the investigat ion involves naked or explicit images of children, 
staff should not save, copy, forward or otherwise deal with the 
content, as per the Temporary removal of student property by schoo l 
staff procedure. This includes onto OneSchool records. Refer to the 
investigative process outlined in 'Responding to incidents invo lving 
naked or explicit images of chi ldren' fro m the Online Inc ident 
management guidelines. 

Help 
Refer to the On li ne incident management 
guide lines for more details, or if assistance is 
required, contact the Cybersafety and Reputation 
Management (CSRM)team on 3034 5035 or 
Cybersa f ety. Rep uta ti onM a nageme nt@qed. q Id. 
gov.au. 

Does the on line behaviour /incident negatively impact the good order and management of the school? 

OR 

1. Initiate an incident response 
Start an incident management log (running sheet) which reco rds t imes and dates of events, observations, tasks 
completed, persons involved and written conversat iona l notes. 

2. Collect evidence 
Gather and preserve any evidence of the online content or a potential unlawful on line behaviour, where lega lly 
permissible. Confiscation of digital devices ca n on ly be done under the Temporary removal of student property by 
schoo l staff procedure. 

3. Is there a potential crime? 
The Queensland Criminal Code co ntains several applicable sections for cyberbullying. A list of potential releva nt 
crim inal offences can be viewed at Appendix 3, and include: 
• un lawful stalking 
• computer hacking and misuse 
• possession, di stribution and making child explo ita tion material 
• fraud - obtaining or dea ling with identification information 
• criminal defamation. 

Principals may start contact with a law enforcement agency (LEA) by completing an LEA re ferral form . Information 
can be shared when reasonably satisfied the di sclosure is necessary for the prevention, detection, investigation, 
prosecution or punishment of a criminal offence or to assist in avert ing a serious risk to the life, health or safety 
of a person or where th e disclosure is in the public interest. For access to the re levant forms, refer to Disclosing 
persona l information to law enforcement agenc ies procedure. ----

Principals may co ntinue to investigate the matter for discipl inary purposes, subject to all laws and department 
procedures. 

4. Take steps to remove the upsetting or inappropriate content 

Inform the student's parent/s 
(a nd student if app ropriate) of their 
options: 

1. Report the incident to an external 
agency such as police, Office of 
the eSafety Commissioner or the 
Australian Cybercrime Online 
Reporting Network. 

2. Report the online content/behaviour 
using the on line tools provided by the 
website or app. 

Principals may start contact with a law 
enforcement agency (LEA) by comp leting 
an LEA referral form, under t he Disclosing 
personal information to law eniiirceiiierit 
agenc ies procedure. Refer back to Step 
3 to report potential crimes that do not 
negatively impact the good order of the 
school. 

Content may not constitute a criminal 
offence requ iring police involvement 
but it may negatively impact the good 
orde r and management of the school. 
Principals can take action for the on line 
behaviour as outlined below. 

Request poster to remove, use on line reporting tools or if assistance is required, contact the CSRM team. 

5. Managing student behaviour 
Where the online behaviours of students do negatively impact the good order and managemen t of the school, the principal must take approp riate fo llow-up action. 
Where appropriate: 

• take statutory disciplinary action to address cyberb ullying: OR • use non-statutory opt ions to deal with the matter, for examp le: 
- that occurs outside of school hours or schoo l grounds that also negatively affects 

the good order and management of the school (e.g. where the conduct, threats, 
intimidation or abuse have created, or wou ld likely create a ri sk of, substantial 
disruption wi thin the school environment, or where the conduct, threats, 
intimidation or abuse has or might reach schoo l premises); 

- that is undertaken on or originating from school premises during schoo l hours, or 
by means of use of school I CT, concerning other students, staff or members of the 
school community; 

6. Student welfare 

- discussion with student's parents; 
- student mediation; 
- apology; 
- ICT / mobile technology ban; 
- guidance re ferral. 

Regardless of whether or not the cyberbullying is a matter that must be dealt with by the school Principal as a disciplinary matter or by alternative means (see 5 
above), Principals must co nsider and support the wellbeing of any student who is displaying apparent negative effects from cyberbullying, by means of offering the 
student guidance officer support. 

7. Recording the incident on OneSchool 
If the incident was resolved at school-level, record details of th e incident, as reported to the school and investigated 
through the incident management process, in the student's OneSchool behaviour record. 

https://behaviour.education.qld .gov.au/supportingStudentBehaviour/BullyingCyberbullying/Documents/c 
yberbullying-school-aged-students-fact
sheet.pdf#search=cyberbullying%20and%20school%20aged%20students%20%2D%20fact%20sheet 
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Restrictive Practices 

In some very rare situations, where there is immediate risk of physical harm to the student or 
other people, and when all other alternative strategies have failed to reduce the risk, it may 
be necessary for staff to use restrictive practices. 

The use of restrictive practices will always be as a last resort, when there is no other 
available option for reducing immediate risk to the student, staff or other people. Restrictive 
practices are not used for punishment or as a disciplinary measure. 

The department's Restrictive practices procedure is written with consideration for the 
protection of everyone's human rights, health, safety and welfare. There are six 
fundamental principles: 

1. Regard to the human rights of those students 
2. Safeguards students, staff and others from harm 
3. Ensures transparency and accountability 
4. Places importance on communication and consultation with parents and 

carers 
5. Maximises the opportunity for positive outcomes, and 
6. Aims to reduce or eliminate the use of restrictive practices. 

Very rarely restrictive practices will be planned and staff will employ, when necessary, pre
arranged strategies and methods (of physical restraint/mechanical restraint/clinical holding) 
which are based upon behaviour risk assessment or clinical health need and are recorded in 
advance. The use of planned strategies will only be where there is foreseeable immediate 
risk consistent with the Restrictive practices procedure. 

Seclusion will not be used as a planned response and will only be used in serious 
circumstances for managing an unforeseeable situation in an emergency. It will be used for 
the shortest time possible and in a safe area that presents no additional foreseeable risk to 
the student. In such emergencies, a staff member will observe the student at all times and 
seclusion will cease as soon as possible. 

Following the use of any restrictive practice, a focused review will help staff to understand 
how they responded to the risk in any incident that involved the use of a restrictive practice . 
Staff will consider whether there are other options for managing a similar situation in the 
future. This strategy works well for reducing the use of restrictive practices. 

All incidents of restrictive practices will be recorded and reported in line with departmental 
procedures. 

Reference: https://behaviour.education.qld .gov.au/procedures-guidelines-and
forms/restrictive-practices 
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Critical Incidents 

It is important that all staff have a consistent understanding of how to respond to emergency 
situations or critical incidents involving severe unacceptable behaviour. This consistency 
ensures that actions taken are responsive to the safety and well-being of students and staff. 

An emergency situation or critical incident is defined as an occurrence that is sudden, 
urgent, and usually unexpected, or an occasion requiring immediate action. 

Severe unacceptable behaviour is defined as behaviour of such intensity, frequency, or 
duration that the physical safety and well-being of the student or others is likely to be placed 
at serious risk. 

Immediate Strategies 
Inform Office via Red Card or phone call to seek assistance. 

• Avoid escalating the unacceptable behaviour. 

• Avoid shouting, cornering the student, moving into the student's space, touching or 
grabbing the student, sudden responses, sarcasm, becoming defensive, 
communicating anger and frustration through body language. 

• Maintain calmness, respect and detachment. 

• Model the behaviour you want students to adopt, stay calm and controlled, use a 
serious measured tone, choose your language carefully, avoid humiliating the 
student, be matter of fact and avoid responding emotionally. 

• Approach the student in a non-threatening manner. 

• Move slowly and deliberately toward the situation or incident, speak privately to the 
studenUs where possible, speak calmly and respectfully, minimise body language, 
keep a reasonable distance, establish eye level position, be brief, stay with the 
agenda, acknowledge cooperation, withdraw if the situation escalates. 

Reinforcement and Correction Strategies 
• If the student starts displaying the appropriate behaviour briefly acknowledge their 

choice and re-direct other students' attention towards their usual work/activity. 

• If the student continues with the unacceptable behaviour then remind them of the 
expected school behaviour and identify consequences of continued unacceptable 
behaviour. 

Follow Up Strategies 
• Restore normal school operations as soon as possible. 

• Provide post incident opportunities that include: 
• Assisting any distressed studenUs to access appropriate support, e.g. Guidance 

Officer. 

• Assisting the individual student to identify the sequence of events that led to the 
unacceptable behaviour, pinpoint decision moments during the sequence of 
events, evaluate decisions made, and identify acceptable decision options for 
future situations. 

• Recording a reflection or Personalised Learning Plan or an IBP to assist the 
student to develop a personal framework of expectations and appropriate 
actions. 

" 
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Formal debriefing 
Formal debriefing should be led by a staff member trained in the process who has not been 
involved in the event. The goals of debriefing are to: 

• reverse or minimise the negative effects of physical intervention; 
• prevent the future use of physical intervention; and/or 
• address organisational problems and make appropriate changes. 

Refer to Appendix 5 - Behaviour Incident Formal Debriefing Guidelines for more information. 
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Related Procedures and Guidelines 

West End State School Student Dress Code 

According to Procedure - "Student Dress Code", the wearing of the school uniform is 
compulsory in all Qld State Schools and our school uniform is endorsed by the Parents and 
Citizens Association. Parents/carers are required to support the school's Dress Code. 
Students neatly attired in school uniform are a source of pride for themselves, the school, 
their families and their community. 

We aim to ensure that our uniform contributes to a safe and supportive teaching and 
learning environment through: 

• Ready identification of students and nonstudents at school 

• Fostering a sense of belonging 

• Developing mutual respect among students by minimising visible evidence of 
economic or social differences 

• Reflecting local community standards 

• Consistency with occupational health and safety and anti-discrimination legislation 

• Uniform guidelines incorporate Sun Smart requirements and Workplace Health and 
Safety requirements. 

Inappropriate dress for WESS students is: 

• Offensive 
• Likely to disrupt, or negatively influence normal school operations 

• Unsafe for student or others and/or 

• Likely to result in a risk to health and safety of student or others 

UNIFORMS 

Our student dress code consists of an agreed standard and items of clothing, which includes 
a school uniform that WESS students wear when: 

• attending or representing their school 

• travelling to and from school 

• engaging in school activities out of school hours 

PLEASE NOTE: 
• School uniform must be worn correctly - undershirts/singlets may be worn but should 

not be visible. 

• Neat, clean appropriate attire must be worn at all times 

• Fully enclosed footwear must be worn at all times 

. ., ....... 
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The WESS Uniform consists of: 

Item 

Summer 

Winter 

Detail 

Unisex navy and sky blue short 
sleeved polo shirt with school logo 
or 
Unisex navy and sky blue long 
sleeved polo shirt with school logo 

Unisex navy shorts with sky blue 
side strips 

Unisex navy and sky blue baseball 
jacket with pockets and school logo 

Long fleecy navy pants with 
elasticised ankles 
Long pants with double knee and 
pockets 

Navy tights/stockings/leggings may 
be worn under unisex navy shorts 
with sky blue side strips. 

Photo 

Hats A wide-brimmed hat in navy blue with school logo printed on front. 

Socks Plain white or navy 

YEAR 6 STUDENTS 
Item 

Senior 
Shirt 

Detail 

Unisex navy and sky blue short 
sleeved polo shirt with school logo 
and SENIOR on back. To be worn 
as an alternative to the unisex navy 
and sky blue short or long sleeved 
polo shirt. 
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SPORTS UNIFORM 
Item Detail 

Friday Afternoon Team jerseys provided if required, to be worn with school shorts and 
Sport school football/sports socks, otherwise full school uniform. 

F ootba I I/Soccer Navy blue football/soccer socks for the appropriate sports 
Socks 

Swimming Lessons Any colour speedos or swim trunks (boys) or any colour one piece 
swimsuit (girls), with a sun-safe 'rash' shirt. A swimming cap is 
essential. Goggles are optional. 

School Sports Plain house coloured shirt. To be worn as an alternative to the 
Carnivals unisex navy and sky blue short or long sleeved polo shirt. 

PERFORMANCE UNIFORM 
Item Detail 

Senior Choir For certain performance events, the members of this choir will be 
required to be wear the WESS School Uniform Polo Shirt (Unisex 
navy and sky blue short sleeved polo shirt with school logo) with long 
black pants and black closed-in shoes. Long pants and shoes not 
provided. Otherwise Senior Choir will wear their WESS uniform. 

All other music/band/ For any performance events, full school uniform is to be worn unless 
choir groups. advised otherwise. 

Non-Compliance with Dress Code 

A student's non-compliance with the school's student dress code requirements is not 
grounds for suspension, exclusion or cancellation of enrolment from school but it may lead to 
the Principal: 

• imposing a detention 

• preventing a student from attending, or participating in, any activity for which the 
student is representing school 

• preventing a student from attending, or participating in, any school activity that is not 
an essential school education program 

Consideration would be given to: 

• families requiring sufficient time to purchase items of dress. 

• economic hardship requiring special arrangements, or an extended period of time, to 
purchase new items of dress 

• students with physical impairments requiring great flexibility in interpretation of dress 
codes 

• conscientious objections, for example, objections raised on any reasonable religious 
or cultural grounds 
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Conflict around wearing the WESS uniform could be resolved through: 

• alternative arrangements for a set period of time upon receipt of written request from 
parent/carer and opportunities to wear relevant items of dress code from a bank of 
items held at school 

• offering appropriate item/s from a bank of clothing/uniforms held at school 
• taking action that prevents risk to student or others, or action that maintains normal 

school operations. 
• informing student's parents/carers of incident and discuss further with parents/carers, 

representatives of school and student to prevent a recurrence and implementing a 
process of conflict resolution or mediation if student persistently wears inappropriate 
dress after discussions have been held with parents/carers. 

Hat Policy 

We have a sun safety policy: NO HAT, NO PLAY. The wide brimmed school hats must be 
worn during lunchtimes, at any time during Specialist Physical Education lessons, 
excursions or class lessons outdoors. 

Hair/ Accessories 

To comply with Workplace Health and Safety Regulation, long hair (past the collar) must be 
tied up. 

The school encourages all hair accessories to be of WESS uniform colours (light or navy 
blue). 

Jewellery and Valuables 

The wearing of jewellery, except for stud or sleeper earrings, watches and medical/allergy 
jewellery, is not permitted as in some situations it may be dangerous or a hazard under the 
workplace Health and Safety Regulation. 

Parents/carers seeking an exemption to wear religious or cultural items are required to apply 
in writing to the Principal, who will consider the application and make the final decision. It is 
a factual decision based on evidence of whether there are reasonable cultural or religious 
grounds to permit the exemption. This written request to the Principal for exemption to the 
dress code will be kept on record to allow a student to wear devotional jewellery. 

Reference: https://ppr.qed .qld.gov.au/attachment/student-dress-code-procedure.pdf 
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Appendices 

Appendix 1 - Class Step Plan 

Class Step Plan 

0 Rule Reminder 

0 Warnin:3 

- ------------ ---- Queensland 
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Class Step Plan Explanation 

Class Step Plcm: For t'1ose sttAdmts w'1o are not respmdiri:3 to the class 

rtAles/ expecfatioris. For more foctAsed heJ,,aL1101Ar mcma~merit. For sttAderits w'1o 

J,,ave J,,ad seveml referrals to tJ,,e heJ,,aL1101Ar room. 

0 
0 

Ru/, R,mnJ,,,.: R,f,,. to !J'"" dass/ school ""'5. What is ti,, rwl,? What 
is ti,, ,xp,ct1m011? R.Jirrct to ti,, 1-ttin!f P~mpt on-msk ~ -

w...,,= D,sri, tit, .stuclmts options .J. llv/!1 ~ of tlllir 
~- It f"""'t/,,s tit, stwd,,,t, or ~P• wHI, tnfominim «l,owt y,,,r 
~ -'. tit, lo!J&d un-,-,s. It puts tlw ~ m tlw 
sfulufft. 
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Appendix 2 - Minor/Major Unacceptable Behaviours Examples 

24 Vuttu ,e Street, West End Ole! 4101 
P (07) 3010 8222 

West End State School F (07) 3010 8200 
E admln,aw stendss.eq du au 
W wcstcndss.cq cdu ou 

MINOR/MAJOR UNACCEPTABLE BEHAVIOURS EXAMPLES 

Area Minor Major 
Beinq Respectful 
Language • Inappropriate language (verbal/written) • Offensive language 

• Calling out • Aggressive Language 
• Poor attitude • Verbal abuse/directed profanity 
• Disresoectfu l tone 

Property • Petty theft • Steal ing/major theft 
• Lack of care for the environment • Wilful property damage 

• Vandalism 
Others • Not playing fa irly • Major bullying (including cyber bullying) 

• Minor disruption to class • Major disruption to class 
• Minor defiance • Blatant disrespect 
• Minor bullying • Major defiance 

• Inappropriate use of personal technology 
devices or social networking sites, which 
impacts on the good order and management of 
the school 

Being Responsible 
Class Tasks • Not completing set tasks that are at an 

appropriate level 
• Refusina to work 

Being in the • Not being punctual (e.g. lateness after breaks) • Leaving class without permission (out of sight) 
right place • Not in the right place at the right time • Leaving school grounds without permission 

• Beina in a desianated out of bounds area 
Fol low • Low intensity failure to respond to adult request 
Instructions • Non-compliance 

• Uncooperative behaviour 
Accept • Minor dishonesty • Major dishonesty that impacts on others 
outcome for 
behaviour 
Rubbish • Littering 
Mobile phone • Mobile phone switched on in any part of the • Use of a mobile phone in any part of the school 
or personal school at any time without authorisation (written fo r filming purposes without authorisation 
technology permission from an authorised staff member) • Inappropriate use of personal technology 
devices • Use of a mobile phone in any part of the school devices or social networking sites, which 

for voicemai l, emai l and text messaging impacts on the good order and management of 
the school 

Beina Safe 
Movement • Running on concrete or around buildings 
around • Running in stairwel ls 
school • Not walkina bike/scooter in school arounds 
Play • Incorrect use of equipment • Throwing objects 

• Not playing school approved games • Possession of weapons 
• Plavina in toilets 

Physica l • Minor physical contact (e .g. pushing and • Serious physical aggression 
Contact shoving) • Fighting 
Correct Attire • Not wearing a hat in the playground 

• Not wearina shoes outside 
Other • Possession or selling of drugs 

• Weapons including knives and any other items 
which could be cons idered a weapon being 
taken to school 

Please note: This is not an exhaustive list. Behaviours will be dealt with as appropriate. 
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Appendix 3 - Behaviour Referral Form 

24 Vulture Street, West End Old 4101 
P (07) 3010 8222 

West End State School F (07) 3010 8200 
E odmin awestendss.eq edu au 
W westenclss eq.edu c1u 

BEHAVIOUR REFERRAL FORM 

Student Name: 

Date: I Time: I Class: 

Referring staff member : 

Defiance/Disrespect 
Low intensity brief failure to follow directions. 

Physical Contact 
Student engages in non-serious but inappropriate physical 
contact. 

Inappropriate language 
Low intensity language (e.g. shut up. idiot etc.). 

Disruption 
Low intensity but inapprq:,riate disruption. 

Property Misuse 
Low intensity misuse of prq:,erty. 

Bringing/using personal property at school 
Access social media website such as Facebook during 
school hours. 

Dress Code 
Student wears clothing that is near, but not within , the 
dress code ouidelines defined bv the school. 
Safety 
Student engages in brief or low-level safety violation not 
involvina hurtina anv other individuals or aroups. 
Dishonesty 
Student engages in minor lying/cheating not involving any 
other person. 
Other 

School Expectation 
Cateaorv: 
Be 
SAFE I 

I 

Others involved in incident 
None 

I ~~SPECTFUL I 

Peers 

Location (please tick) 

Playground 

Specialist Lesson 

Classroom 

Other 

Defiance/Disrespect 
Continued refusal to follow directions, talking back and/ or 
sociallv rude interactions. 
Physical Aggression 
Actions involving serious physical contact where injury may 
occur (e.g. hilting, punch ing, hitting with an object, using 
weapons (includina knives) kickina. scratchina etc.). 
Inappropriate/Abusive language 
Repeated verbal messages that involve swearing or use of 
words in an inapprq:,riate way directed at other individual or 
Qroup. 
Disruption 
Repeated behaviour causing an interruption in a class or 
playground (e.g. yelling or screaming, noise with material , 
disruotina aames, sustained out of seat behaviour etc.l. 
Vandalism 
Student engages in an activny that results in substantial 
destruction or disfiaurement of orooerty. 
Bringing/using personal property at school 
Possess items (e.g. weapons including knives) that could 
potentially affect the safety and wellbeing of students and 
staff. 
Dress Code 
Refusal to comply with school dress code. 

Safety 
Student engages in frequent unsafe activities where injury 
mavoccur. 
Major Dishonesty 
Student delivers message that is untrue and/or deliberately 
violates rules and/or harms others . 
Bullying 
Repeated teasing, physical and verbal intimidat ion of a 
student. 

Other 

I 
I ~~SPONSIBLE I 

Staff Other 

NB: The Behaviour Referral Form and the Behaviour Incident Report must be completed and submitted together. 
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Appendix 4 - Behaviour Incident Report 

West End State School 

BEHAVIOUR INCIDENT REPORT 

Name of student/s involved in incident: 

Person Completing Form: 

24 Vultu re Street. West End Old 4101 
P (07) 3010 8222 
F (07) 3010 8200 
E adrnin,awestendss eq edu au 
W westcndss cq.edu au 

Date : 

Problem behaviour (choose from MINOR/MAJOR UNACCEPTABLE BEHAVIOURS EXAMPLES list) : 

Describe the student's behaviour (What did the student do): 

Date of incident Time incident started Location 

Did the behaviour occur over a period of time? (Provide details of time period) 

Which staff member was working with the student when the incident occurred? 

Where was staff when the incident occurred? 

Who was in the immediate area when the incident occurred? 

What occurred immediately before the incident? Describe the activity, task, event, atmosphere . 

Describe the level of severity of the incident. (e.g. damage, injury to self/others) 

What action was taken to de-escalate or re-direct the problem? 

Briefly give your impression of why the student engaged in the above-described incident. (e .g. 
seeking the attention of other students, was angry because I asked him'her to stop teasing) 

Have parents/carers been contacted? Who did you contact? 

(Please circle) Phone Email Face to face 
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Appendix 5 - Behaviour Incident Formal Debriefing Guidelines 

West End State School 
24 Vulture Street. W st Encl Old 4101 
P (07) 3010 8222 
F (07) 3010 8200 
E ad min ,;,westendss eq edu au 
W westendss eq edu ou 

BEHAVIOUR INCIDENT: FORMAL DEBRIEFING GUIDELINES 

Formal debriefing should be led by a staff member trained in the process who has not been 
involved in the event. The goals of debriefing are to : 

• reverse or minimise the negative effects of physical intervention; 
• prevent the future use of physical intervention; and/or 
• address organisational problems and make appropriate changes. 

For students who have language or communication difficulties the debriefing process will need to 
be modified to accommodate their specific receptive and expressive needs. 

Debriefing should provide information on: 

• who was involved ; 
• what happened; 
• where it happened; 
• why it happened; and 
• what we learned . 

The specific questions we want to answer through the debriefing process are : 

• FACTS: what do we know happened? 
• FEELINGS: how do you feel about the event that happened? 
• PLANNING: what can/should we do next? 

Questions for staff 

• What were the first signs? 
• What de-escalation techniques were used? 
• What worked and what did not? 
• What would you do differently next time? 
• How can physical intervention be avoided in this situation in the future? 
• What emotional impact does using physical intervention have on you? 
• What was your emotional state at the time of the escalation? 

Questions for student 

• What was it that you needed? 
• What upset you most? 
• What did we do that was helpful? 
• What did we do that got it that way? 
• What can we do better next time? 
• Would you do something differently next time? 
• What could we have done to make the physical intervention less invasive? 

Notes on the discussion that occurs during the debriefing report are not required to be documented , 
however a note should be made that the debriefing has occurred for both staff and students 
involved (e.g . names, date , time and outcomes) . 
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Appendix 6 - Orange Slip Minor Incident Report 

~ Minor Incident Re~ort 

,~I' Place in classroom teacher's pigeon hole 
,. i, within 24 hours. 

.... 
If you complete one of these 

('"-~ ~ Name: 
...... 

forms it must be put in the 
classroom teacher's pigeon 

Class: Date: hole within 24 hours. 

When: 
Class time Before school 1" lunch 
2nd lunch After school Other 

location (please tick) Tennis court 
Oval DirramYani 
Jnr/Snr Playground Hall .... Identify where the incident 
Kurilpa Trail Pool 

...... took place. 
' Nature play Classroom 

L block undercroft 
C 

Library 
Under main building Specialist class 
No hat/No play 

Behaviour (please tick) .... Identify the behaviour that 
Disrespect to student/ Not playing fairly ..... occurred . 
adult/property Running on concrete 
Minor dishonesty Running on stairs 
Disruptive behaviour Playing out of bounds 
Minor defiance Not wearing hat The explanation is important 
Inappropriate language Other for the classroom teacher. 

Brief explanation of incident ' This gives them the .... 
information they need if 

~ 

speaking to parents/carers 
' 

or trying to determine a 

Strategies used at time of the incident: 
pattern of similar behaviour. 

(Please number strategies used prior to orange slip) 

Rule reminder Time out from activity 
It is the responsibility of 

Choice given Removal from activity the staff on duty to 
Redirected to new area Buddy class ......... manage the incident at the 
Remova l of equipment Other 

.... 
time with an appropriate 

____,,,... consequence. 
Staff member on duty: Make sure you fill in this 

section to let the classroom 

Signature: teacher know how the 
behaviour was managed . 

This form provides staff with the ability to communicate with teachers about student 
behaviour in the playground/specialist classroom or classroom. It is the responsibility of 
the staff on duty to deal with the behaviour at the time of the incident. This form's 
purpose is to pass on information to the classroom teacher. 

The classroom teacher's responsibility is to determine an appropriate action if they notice a 
pattern of behaviour forming with a student. Actions could be a discussion with the student, 
an email to the parents/carers etc. If a teacher feels a referral to the Behaviour Reflection 
Room is required the referral forms are completed and sent to the office. There is not a set 
number of orange slips that results in a referral to the Behaviour Reflection Room. 
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