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PURPOSE 
The purpose of this policy is to ensure that all members (students, staff, parents and carers) of the 
William Ruthven Primary School community understand: 
(a) Our commitment to providing a safe and supportive learning environment for students. 
(b) Expectations for positive student behaviour. 
(c) Support available to students and families. 
(d) Our school’s policies and procedures for responding to inappropriate student behaviour.  
 

William Ruthven Primary School is committed to providing a safe, secure and stimulating learning 
environment for all students. We understand that students reach their full potential only when they 
are happy, healthy and safe, and that a positive school culture helps to engage students and support 
them in their learning. Our school acknowledges that student wellbeing and student learning 
outcomes are closely linked. 

 
AIMS 

 Provide students with a stimulating curriculum that challenges their learning and maintains 
regular school attendance in a safe and respectful environment where teachers and families 
work in partnership for the benefit of all students. 

 Develop students’ social behaviours that enable them to establish and maintain a range of 
positive social relationships; manage interpersonal difficulties and refrain from harming others 
or self, and interact collaboratively and constructively within the school and wider community. 

 Maintain a school environment based on positive behaviour, mutual respect and cooperation. 

 Implement a whole school behaviour process that is simple, clear, and consistent and leads to 
developing student responsibility throughout the primary school years. 

 Manage inappropriate student behaviour in a positive, restorative and professional manner 

 Prevent bullying and harassment of students. 

 To assist families and the school to have strong collaborative partnerships in a student’s learning 
through mutually respectful relationships founded on trust and confidence. 

 
IMPLEMENTATION 
 

1. School profile 

William Ruthven Primary School is a welcoming school community located in the suburb of 
Reservoir. Our focus is on providing an engaging and differentiated curriculum to our 214 students. 
Our staff comprises 2 principal class officers, 1 learning specialist, 10 classroom teachers, 5 
specialist/intervention teachers, and 6 education support staff.  

In addition to a focus on literacy, numeracy and social development, the curriculum features inquiry-
based learning, and specialist classes in Science/Technology/Robotics, Visual Arts and Italian/Drama. 
There is a scripted school concert every two years, an annual celebration/awards night, an annual 
camp at Years 5 and 6 and a sleep over at Years 3 and 4.  

The four-year School Strategic Plan is on the school website: http://www.williamruthvenps.vic.edu.au. 

 

http://www.williamruthvenps.vic.edu.au/
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2. School values, philosophy and vision 

William Ruthven Primary School’s Statement of Values and School Philosophy is integral to the work 
that we do and is the foundation of our school community. Students, staff and members of our 
school community are encouraged to live and demonstrate our core values of respect, compassion 
and confidence at every opportunity.  

Our school’s vision is to empower students to reach their personal best, and fully equip them to 
contribute positively to society as happy, healthy young adults.  

Our Statement of Values is on the school’s website: http://www.williamruthvenps.vic.edu.au. 

Our philosophy:  
Every member of the school community has a right to participate fully in an educational 
environment that is safe, supportive and inclusive. 

Our purpose: 
William Ruthven Primary School’s mission is to ‘Foster a community that empowers everyone to be 
their best’. 

Our values: 

 Respect: We care about people and treat them the way we want to be treated. 

 Compassion: We have consideration and concern for others. 

 Confidence: We trust in ourselves and try new things. 

A statement about the rights and responsibilities of all students, parents/cares and school staff is 
included at Appendix 1. 

Our guiding principles 

 The school will uses the Berry Street Education Model (BSEM) program to provide a flexible, 
whole-school approach to improving children’s mental health and wellbeing. This will involve 
undertaking a process to plan and take action to promote a positive community; one that is 
founded on respectful relationships and a sense of belonging and inclusion. It will also promote: 
o Social and emotional learning (including evidence-based social and emotional learning 

programs) 
o Working authentically with parents, carers and families 
o Support for students who may be experiencing mental health difficulties 
o Smart, safe and responsible use of technologies. 

BSEM is a mental health and wellbeing program for primary schools that aims to make a positive 
difference to the lives of Australian children. BSEM provides the proven methods, tools and 
support to help schools work with parents and carers, health services and the wider community, 
to nurture happy, balanced children. 

An outline of the BSEM program is included at Appendix 2. 

 William Ruthven Primary School will: 
o Employ a program for the beginning of every school year called the Start Up Program that 

assists in setting the scene for students transitioning to their new classroom. This will consist 
of unpacking the school’s values and developing a class mission statement and an agreed 
code of cooperation to promote a supportive and consistent environment. 

o Implement a curriculum that will include pro-social values and behaviour to enable students 
to acquire knowledge and skills, value diversity and build a culture of learning, community 
and engagement. 

o Promote active student participation and provide students with a sense of ownership of 
their environment. 

o Support families to engage in their child’s learning and build students’ capacity as active 
learners. 

o Promote active student participation as an avenue for improving student outcomes and 
facilitating school change. 

http://www.williamruthvenps.vic.edu.au/
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o Establish social/emotional and educational support for vulnerable students, and monitor and 
evaluate their progress. 

o Have processes in place to identify and respond to individual students who require 
additional assistance and support. 

o 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. 

 
3. Engagement strategies 

 William Ruthven Primary School has developed a range of strategies to promote engagement, 
positive behaviour and respectful relationships for all students in our school. We acknowledge 
that some students may need extra social, emotional or educational support at school, and that 
the needs of students will change over time as they grow and learn. 

 A summary of the universal (whole of school), targeted (year group specific) and individual 
engagement strategies used by our school is included below: 

 
Universal 

 High and consistent expectations of all staff, students and parents and carers. 

 Prioritise positive relationships between staff and students, recognising the fundamental role 
this plays in building and sustaining student wellbeing. 

 Creating a culture that is inclusive, engaging and supportive. 

 Welcoming all parents/carers and being responsive to them as partners in learning. 

 Analysing and being responsive to a range of school data such as attendance, attitudes to school 
survey, parent survey data, student management data and school level assessment data. 

 Teachers adopt a broad range of teaching and assessment approaches to effectively respond to 
the diverse learning styles, strengths and needs of our students and follow the standards set by 
the Victorian Institute of Teaching. 

 Carefully planned transition programs to support students moving into different stages of their 
schooling. 

 Positive behaviour and student achievement is acknowledged in the classroom, and formally in 
school assemblies and communication to parents. 

 Monitor student attendance and implement attendance improvement strategies at a whole-
school, cohort and individual level. 

 Students have the opportunity to contribute to and provide feedback on decisions about school 
operations through the student representative council and other forums including year group 
meetings and peer support groups. Students are also encouraged to speak with their teachers, 
year level coordinator, Assistant Principal and Principal whenever they have any questions or 
concerns. 

 All students are welcome to self-refer to Year level leaders, Assistant Principal and Principal if 
they would like to discuss a particular issue or feel as though they may need support of any kind. 
We are proud to have an ‘open door’ policy where students and staff are partners in learning 

 We engage in school wide positive behaviour support with our staff and students, which 
includes programs such as the Berry Street Education Model (BSEM). 

 Opportunities for student inclusion (i.e. Sports teams, clubs, recess and lunchtime activities). 

 Buddy programs, peers support programs. 
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Targeted 

 Each year group has a Year Level Leader (a teacher responsible for their year) who monitors the 
health and wellbeing of students in their year, and acts as a point of contact for students who 
may need additional support. 

 All students in Out of Home Care will have an Individual Learning Plan and will be referred to 
Student Support Services for an Educational Needs Assessment. 

 Wellbeing and health staff will undertake health promotion and social skills development in 
response to needs identified by student wellbeing data, classroom teachers or other school 
staff. 

 Staff will apply a trauma-informed approach to working with students who have experienced 
trauma. 

 
Individual  

 Student Support Groups, see: 
http://www.education.vic.gov.au/school/principals/spag/participation/pages/supportgroups.aspx  

 Individual Learning Plan and Behaviour Support Plan. 

 Program for Students with Disabilities. 

 Referral to Student Welfare Coordinator and Student Support Services. 

 Referral to ChildFirst, Headspace. 

 Navigator. 

 Lookout. 
 
William Ruthven Primary School implements a range of strategies that support and promote 
individual engagement. These can include: 

 Building constructive relationships with students at risk or students who are vulnerable due to 
complex individual circumstances. 

 Meeting with student and their parent/carer to talk about how best to help the student engage 
with school. 

 Developing an individual learning plan and/or a behaviour support plan. 

 Considering, if any, environmental changes need to be made, for example, changing the 
classroom set up. 

 Referring the student to:  
o School-based wellbeing supports. 

o Student Support Services. 

o Appropriate external supports such as council based youth and family services, other allied 

health professionals, headspace, child and adolescent mental health services or ChildFirst. 

o  Re-engagement programs such as Navigator. 

 Where necessary the school will support the student’s family to engage by:  
o Being responsive and sensitive to changes in the student’s circumstances and health and 

wellbeing 

o Collaborating, where appropriate and with the support of the student and their family, with 

any external allied health professionals, services or agencies that are supporting the student 

o Monitoring individual student attendance and developing an Attendance Improvement Plans 

in collaboration with the student and their family 

o Running regular Student Support Group meetings for all students: 

 With a disability. 

http://www.education.vic.gov.au/school/principals/spag/participation/pages/supportgroups.aspx
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 In Out of Home Care. 
 With other complex needs that require ongoing support and monitoring. 

 
4. Identifying students in need of extra support 

 William Ruthven Primary School is committed to providing the necessary support to ensure our 
students are supported intellectually, emotionally and socially. The Student Wellbeing/Welfare 
leader plays a significant role in developing and implementing strategies help identify students 
in need of support and enhance student wellbeing. William Ruthven Primary School will utilise 
the following information and tools to identify students in need of extra emotional, social or 
educational support: 
o Personal, health and learning information gathered upon enrolment and while the student is 

enrolled. 

o Attendance records. 

o Academic performance. 

o Observations by school staff such as changes in engagement, behaviour, self-care, social 

connectedness and motivation. 

o Attendance, detention and suspension data. 

o Engagement with families. 

o Self-referrals or referrals from peers. 

 The Department provides an assessment service to support applications for the Program for 
Students with Disabilities in the categories of Intellectual Disability and Severe Language 
Disorder with Critical Educational Needs. Assessments on behalf of students under these two 
categories must be completed through this service. 

 Referrals will be outsourced during times of extended wait periods. Staff will work closely with 
families during the referral process, which will be led by the Welfare Coordinator (principal 
class). The Department referral process for at risk assessment is outlined in Appendix 3. 

 The school adheres to the Abilities Based Learning and Education Support (ABLES) program, 
which supports the teaching and learning of students with disabilities and additional needs. It 
provides a suite of curriculum, pedagogy, assessment and reporting resources that assist 
teachers in recognising and responding to the diverse learning needs of all students and in 
assessing and reporting student learning, monitoring student progress and providing accurate 
intervention advice. 

 ABLES provides an approach to effectively assess, monitor and respond to a student’s abilities by: 
1. Accurately identifying and setting learning goals for students with disabilities and additional needs. 
2. Tracking a student’s progress against their education learning plan (ELP) over time, and 

providing new information to parents on their child’s learning and development. 
3. Identifying the optimal resources that are known to improve learning, which can be adjusted 

as the learning needs of students change over time. 

 To access the ABLES assessment tools, see: ABLES assessment tool. 

 
5. Students rights and responsibilities 

 All members of our school community have a right to experience a safe and supportive school 
environment. We expect that all students, staff, parents and carers treat each other with respect 
and dignity. Our school’s Statement of Values highlights the rights and responsibilities of 
members of our community.  

 Students have the right to: 
o Participate fully in their education 

o Feel safe, secure and happy at school 

o Learn in an environment free from bullying, harassment, violence, discrimination or intimidation 

o Express their ideas, feelings and concerns.  

http://www.arc-ots.com/ABLES/login_menu.php
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 Students have the responsibility to: 
o Participate fully in their educational program 

o Display positive behaviours that demonstrate respect for themselves, their peers, their teachers 

and members of the school community 

o Respect the right of others to learn. 

 Students who may have a complaint or concern about something that has happened at school 
are encouraged to speak to their parents or carers and approach a trusted teacher or a member 
of the school leadership team. 

 
6. Student behavioural expectations  

 To realise our vision, William Ruthven Primary 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 require additional 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.  

 William Ruthven Primary School works collaboratively with students and parents/carers to 
establish fair and respectful behaviour policies and practices, based on the school’s values, 
expected social competencies and positive peer relationships. There are also intervention 
strategies in place to address inappropriate behaviours, including online behaviours, which can 
negatively affect the learning environment of the self and others. 

 William Ruthven Primary School employs the Developmental Management Approach to student 
behaviour, which provides the pre-conditions for school effectiveness by creating the order 
necessary to permit learning to occur in classrooms. The Developmental Management Approach 
strives to make students responsible for their own pro-social and learning behaviour as well as 
that of their peers. It does this by highlighting students’ right to learn, teachers’ right to teach and 
students’ and teachers’ right to feel emotionally and physically safe and the associated 
responsibilities shared by all in the classroom. The Developmental Management Approach will be 
applied in a way that is proportionate to the behaviour and upholds procedural fairness. See 
Appendix 4. 

 Developmental Management strategies will include: 
o Students being made aware of the expectations for appropriate behaviour and how these 

are based on the rights of students to do their work without disruption, and for the teacher 
and students to feel safe physically and emotionally 

o Promoting both personal and communal responsibility 
o Acknowledging positive behaviours 
o Minimising the use of ‘rewards’ for effort by talking to students about the need for rights 

and responsibilities 
o Remaining calm when dealing with misbehaviour 
o Using a series of increasingly severe consequences for misbehaviour when students argue or 

repeat the misbehaviour 
o Isolating or exiting students from the room that continue to act inappropriately 

 Shared behaviour expectations for students, parents/carers and school staff are reflective of the 
school’s values and are detailed in Appendix 5. 
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Bullying  

 Bullying is repeated verbal, physical, social or psychological aggressive behaviour by a person or 
group directed towards a less powerful person or group that is intended to cause harm, distress or 
fear. There are some specific types of bullying behaviour: 
o Verbal or written abuse such as targeted name-calling or jokes, or displaying offensive posters 
o Violence including threats of violence 
o Sexual harassment such as unwelcome or unreciprocated conduct of a sexual nature, which 

could reasonably be expected to cause offence, humiliation or intimidation 
o Homophobia and other hostile behaviour towards students relating to gender and sexuality 
o Discrimination including racial discrimination; that is, treating people differently because of 

their identity 
o Cyberbullying either online or via mobile phone. 

 There are also some behaviours, which, although they might be unpleasant or distressing, are not 
bullying: 
o Mutual conflict - which involves a disagreement, but not an imbalance of power. Unresolved 

mutual conflict can develop into bullying if one of the parties targets the other repeatedly in 
retaliation 

o Single-episode acts of nastiness or physical aggression, or aggression directed towards many 
different people, is not bullying 

o Social rejection or dislike is not bullying unless it involves deliberate and repeated attempts 
to cause distress, exclude or create dislike by others. 

 All teachers at William Ruthven Primary School are committed to responding quickly to bullying 
situations to ensure that they do not continue or escalate. Playground supervision is thorough. All 
members of staff brief each other regarding potential and actual problems, responding swiftly. A 
series of graduated warnings/consequences is given to students in bullying situations. 

Management of bullying 

 For each incident of alleged bullying the following steps will be taken by the classroom teacher: 
1. Interviews student(s) and any other relevant witnesses. 
2. Records the incident on the Behaviour Incident Register. 
3. Implements remedial action, if required, and closely monitors student/s behaviour. 

 If incidents of bullying continue to occur, in addition to the first two steps, the classroom teacher: 
4. Refers the incident to principal class for further discussion and advice.  
5. Contacts parents/carers as deemed appropriate. 

 If an incident is deemed serious enough because of its nature or history or other relevant factors, 
teachers and/or principal class staff may progress immediately to stage 5. For repeated 
incidents/ongoing issues: meeting with Principal, class teacher, student and parents. Action may 
include: 
1. Student being placed on a behaviour management plan  
2. Student being referred to counselling  
3. Student suspension procedures. 

Corporal punishment is prohibited in all Victorian schools. Corporal punishment is NEVER used at 
William Ruthven Primary School under any circumstances. 

 Where a student acts in breach of the behaviour standards of our school community, we will 
institute a staged response, as outlined in the Department of Education and Training’s Student 
Engagement and Inclusion Guidance. Section 6 above outlines the schools restorative practice 
processes. However, when a student’s behaviour is challenging, disciplinary measures may be used 
as part of a staged response to the challenging behaviour – in combination with other engagement 
and support strategies – to address the range of factors that may have contributed to the 
student's behaviour. The school will work closely with a student’s family to manage the student’s 
needs in relation to self-regulation and any disciplinary issues. 
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 Disciplinary measures that may be applied include: 
o Restorative approach (e.g. repairing damage caused to the relationship) 
o Withdrawal of privileges 
o Withdrawal from class activities for a specified period. Where appropriate, parents/carers 

will be informed of such withdrawals 
o Suspension (in-school and out of school) 
o Expulsion. 

 Please note: Suspension and expulsion are measures of last resort and can only be approved by 
the Principal – and may only be applied when the grounds for suspension and expulsion that are 
set out in the Department’s Student Engagement and Inclusion Guidance have been met. 

 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/participation/Pages/discipline.aspx 

 
7. Engaging with families 

 William Ruthven Primary School is committed to ensuring that all parents, carers and families are 
valued partners in their child’s learning and development. The school acknowledges that families 
have the first and most significant influence on their child’s learning, development, health, safety 
and wellbeing. The aim is to assist families and the school to form strong collaborative 
partnerships in children’s learning through mutually respectful relationships founded on trust and 
confidence. Communication, learning at home and school, community identity and decision-
making are important components of this partnership.  

 We work hard to create successful partnerships with parents and carers by: 
o Ensuring that all parents and carers have access to our school policies and procedures, 

available on our school website 
o Maintaining an open, respectful line of communication between parents, carers and staff, 

supported by our Communicating with School Staff policy. 
o Providing Parent/carer volunteer opportunities so that families can contribute to school 

activities. 
o Involving families with homework and other curriculum-related activities.  
o Involving families in school decision making. 
o Coordinating resources and services from the community for families. 
o Including families in student support groups, and developing individual plans for students.  

 
8. Evaluation 

 William Ruthven Primary School will collect data each year to understand the frequency and types 
of wellbeing issues that are experienced by our students so that we can measure the success or 
otherwise of our school based strategies and identify emerging trends or needs. 

 Sources of data that will be assessed on an annual basis may include: 
o  BSEM surveys and mental health maps 
o Attitudes to School Survey data 
o School level report data 
o Parent Opinion survey data 
o Data from case management work with students 
o Student forums 
o Student, staff and parent reports of incidents 
o Behaviour incident register. 

 
Review of this policy 
This policy was last updated in December 2019 and is scheduled for review in December 2021. 

http://www.education.vic.gov.au/school/principals/participation/Pages/discipline.aspx


 11 

Appendix 1: STATEMENT OF RIGHTS AND RESPONSIBILITIES 

It is the right of all members of the school community to experience a safe and supportive teaching, 
learning and working 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 Anti-bullying & Cyber safety policy, Digital 
Technologies and eSmart policy and Equal Opportunity policy). 
 
All members have an obligation to ensure school property is appropriately used and maintained. 

Student rights and responsibilities  

All students have the right to:  

 Learn. 

 Be treated fairly and with respect by all members of the school community. 

 Receive assistance from others. 

 Have privacy respected. 

 Be in a secure and happy environment. 

 Be an individual. 

 Feel free to express themselves. 

 Be able to talk about their problems. 

 Be listened to. 

 Expect their property to be safe. 

 Experience success. 
 
All students have the responsibility to:  

 Allow others to learn. 

 Work to the best of their ability. 

 Respect and value others. 

 Accept and abide by school rules. 

 Set a good example. 

 Cooperate with others. 

 Respect the privacy of others. 

 Ensure a safe, clean and happy school environment. 

 Respect property. 

 Encourage others to experience success. 

 Be punctual. 

 Contribute positively to the educational experience for self and other students. 

 Participate fully in the school’s educational program. 
 
Staff rights and responsibilities  
All teachers and support staff have the right to:  

 Be free from disruption in the teaching and learning process. 

 Be treated fairly and with respect by all members of the school community. 

 Be supported and assisted by other staff. 

 Appropriate support from the school community. 

All teachers and support staff have the responsibility to:  

 Provide effective teaching and learning practices. 
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 Pursue relevant continued learning opportunities relating to their own interests and areas of 
need and to the needs of the school. 

 Provide adequate supervision of students. 

 Support and encourage teaching colleagues and other school staff. 

 Encourage awareness and understanding of school rules. 

 Implement the Student Wellbeing and Engagement policy. 

 Request advice and assistance when needed. 

 Demonstrate the professional standards set by the Victorian Institute of Teaching:  
o Know how students learn and how to teach them effectively. 
o Know the content they teach. 
o Know their students. 
o Plan and assess for effective learning. 
o Create and maintain safe and challenging learning environments. 
o Use a range of strategies to engage students in effective learning.  

Parent/Carer rights and responsibilities  
All parents/carers have the right to:  

 Have access to staff at convenient, mutually agreed times. 

 Be informed and be given the opportunity to express themselves on matters of school policy. 

 Be informed about the progress of their children at school. 

 Be consulted about serious, inappropriate behaviours involving their children. 

 Be treated fairly and with respect by all members of the school community. 
 
All parents/carers have the responsibility to:  

 Take an active interest in their child’s educational progress. 

 Model and reinforce positive behaviours. 

 Ensure their child’s regular attendance. 

 Support the school in maintaining a safe, respectful and positive learning and working 
environment for all students. 

 Support school staff in discipline procedures associated with the implementation of the Student 
Wellbeing and Engagement policy. 

 Treat others as they would like to be treated themselves. 

 Collaboratively share responsibility with the school staff for their child’s education. 

 Engage in regular and constructive communication with school staff regarding their child’s 
learning. 
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Appendix 2: BERRY STREET EDUCATION MODEL (BSEM) 
 
Depicted in the following diagram: 
The BSEM program provides a comprehensive framework made up of the four core components: 
 

 
 
The implementation of the Berry Street Educational Model (BSEM) at William Ruthven Primary 
School has seen teachers work with students to develop trusting and enduring relationships that 
underpin the development of four other domains of learning: Body, Stamina, Character and 
Engagement. 
 
In the BODY domain, students learn about how stress can affect their readiness to learn, identify 
triggers that make them feel anxious and apply learned strategies so they can make positive 
choices.  
 
In the STAMINA domain, students learn how their mindsets can affect their attitude about learning 
and how effort translates to success. A fixed mindset is evident when students resist unfamiliar tasks 
or use language such as “I’m not good at this” or “I can’t do it?”. 
 
At William Ruthven Primary School, students are encouraged to use a growth mindset, whereby 
challenges, setbacks, mistakes, effort and feedback are considered essential for learning and 
success. We believe in the power of the word “yet”, so teachers and students use language such as 
“I can’t do it yet” and “I can become good at this with effort and practise”. Our staff build strong 
relationships with students to foster their resilience and emotional intelligence. 
  
In the CHARACTER domain, teachers help students identify strengths, such as kindness, humour and 
bravery, within themselves and in others. By exploring the similarities and differences between each 
person’s strengths, we build tolerance and respect. 
 
At William Ruthven Primary School, we respect, encourage and celebrate each student’s unique 
personalities, strengths, motivations and values, and how their own character strengths contribute 
to our positive school climate. 
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In the ENGAGEMENT domain, teachers and students work together to create a positive learning 
environment.  
 
At William Ruthven Primary School, some components of the Berry Street Educational Model are 
considered non-negotiables and are a compulsory facet of the school Start Up Program. The non-
negotiables are: 

 Safety / Focus Plans – These need to be revisited at the beginning of each term in order for them 
to be an effective resource for students in helping themselves to ‘self- regulate’. 

 Ready to Learn Charts – These need to be established so that students and teachers have the 
opportunity to identify how they are emotionally. 

 Escalation/de-escalation maps – These help students to better understand and visually 
represent what their trigger for the escalated behaviour may have been. 

 Brain breaks – These are quick movement style breaks from regular learning which are to be 
used as a way to re- focus the students. 
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Appendix 3: Referral process for Programs for Students with Disabilities 

Roles and assessment processes to support ID and SLD-CEN applications under the Program for Students with Disabilities

Resources Coordination 
Group / Wellbeing, 

Health & Engagement 
Division

Parent / Guardian / 
Carer(s)

School
Student Support 

Services (SSS)
Assessments Australia 

(AA)

School collects detailed 
information regarding the 

student’s current and ongoing 
learning difficulties and 
completes referral pack

School and SSS provide ongoing support as required, which 
may include further assessment

Application does proceed
School compiles and sends completed application with the 

support of the DET nominee
Assistance may be provided by the SSS

AA compiles initial case 
history from referral process 

and pre-assessment interview 
with parent(s) and school

School and SSS provide ongoing support as required, which 
may include an assessment e.g. learning difficulties

If YES 
AA reviews referral

If NO, School and SSS provide ongoing support as required, 
which may include further assessment

Ineligible

AA meets with relevant 
people, e.g. parent(s)/ school 
staff to complete case history 

and provide feedback

Parent(s)/School/SSS identify concern and discuss need for referral 
The School contacts Assessments Australia (AA)

Parent/guardian/carer(s) 
complete referral forms and 

return them to school

AA conducts assessment

Not accepted
Feedback 

provided to 
school

Application is processed

Accepted
AA provides 
referral pack

Application does not proceed
School and SSS provide ongoing support as required

School and SSS provide ongoing support as required
 Ongoing Student Support Group established

Accepted

AA discusses case

SSS may assist with completion 
of referral and provide available 

information and evidence as 
requested by AA

AA writes report and provides 
copies for school, parent(s) 

and confidential student file.

Eligible

Not accepted
Feedback 

provided to 
school

School in conjunction with parent(s)/SSS decide whether to proceed with referral and school 
sends referral if appropriate
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Source: http://www.education.vic.gov.au/school/principals/health/pages/swdasses.aspx 

http://www.education.vic.gov.au/school/principals/health/pages/swdasses.aspx
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Appendix 4: WILLIAM RUTHVEN PS BEHAVIOUR FLOW CHART 
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Appendix 5: Shared behaviour expectations 

 Students Parents/Carers Principals, Teachers & Education Support Staff 

Engagement 
(Participation 
in the 
classroom and 
other school 
activities) 

Demonstrate: 

 Preparedness to engage in and take 
full advantage of the school 
program. 

 Effort to do their very best. 

 Self-discipline to ensure a 
cooperative learning environment 
and model the school values. 

 Team work. 

 

 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  

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

 Are 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. 

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

Attendance 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. 

 Bring a note from their 
parents/carers explaining an 
absence/lateness. 

 

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. 

 Keep family holidays within scheduled 
school holidays. 

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

The school will: 

 Proactively promote regular attendance. 

 Mark rolls accurately twice a day. 

 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. 
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Behaviour Students are expected to: 

 Model the schools core values of 
diversity, achievement, 
responsibility and endeavour. 

 Always treat others with respect. 

 Never physically or verbally abuse 
others. 

 Take responsibility for their 
behaviour and its impact on others. 

 Follow 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. 

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 emphasizes the wellbeing of every 
child. 

The school will employ whole school and classroom 
practices to establish a climate in which appropriate 
behaviour is the norm for all students and focus on 
the implementation of preventative and early 
intervention strategies to deal with attendance and 
behavioural issues. 

The school will consistently apply its Student 
Wellbeing and Engagement policy through a shared 
collegiate understanding and only exclude 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 after exclusion. 

 


