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Hoxton Park Student Wellbeing Policy
The term ‘student welfare’ encompasses the activities of the school that are directed towards, or contribute to, the physical, intellectual, emotional and social wellbeing and development of the individual. Our school community seeks to make connections with all students and their families.  We focus on knowing the individual and valuing each person’s inherent worth and contribution.

It is the policy of this school that good discipline and caring welfare should underpin quality learning in our school community. Belonging to a school community teaches young people about relationships and values. In this sense the school is a supportive unit, fostering better mental health, wellbeing and resilience.  Feelings of connection to the school community help our students to:
· Achieve full academic, creative and sporting potential.

· Attain cultural identity and value diverse cultures

· Make better choices. 

· Positive (rather than coercive) practices to “motivate” and “include” students

· Value peers, teachers, family and others.

· Think logically. 

· Active participation in learning.

· Appropriate and cooperative behaviour based on mutual respect.

· Become self-reliant and resilient.

· Cope with stress and frustration.

· Develop positive future relationships.

Improving student academic and behaviour outcomes is about ensuring all students have access to the most effective and accurately implemented instructional and behavioural practices and interventions possible.
Positive Behaviour for Learning is a systemic approach to proactive, school-wide behaviour. Our School has developed and actively promotes practices and strategies for all students to increase academic performance, improve safety, decrease problem behaviour, and establish a positive school culture. 

The Student Wellbeing Team
The Student Wellbeing Team supports welfare policies at this school. Members include: Principal, Head Teacher Student Wellbeing, Year Advisors, Assistant Year Advisors, Counsellors, Careers Advisor, Transition Adviser, Supervisor of Girls, Prefect and SRC Coordinators, Chaplain, Aboriginal Students Coordinator and other interested staff.

The Student Wellbeing Team meets every fortnight to plan welfare initiatives and discuss welfare issues. This team also meets with the whole school staff to exchange information on student welfare issues as the need arises.
Responsibilities

Schools

Principals will ensure that:

· a commitment to student welfare underpins all the policies and activities of the school

· the school community reviews policies and practices related to student welfare

· student welfare is regularly reviewed using appropriate planning processes

· a school discipline policy is developed and regularly reviewed

· the review processes take into account other mandatory policies

· strategic issues identified in reviews are incorporated into the school plan

· students, staff and parents are assisted to develop strategies for addressing student welfare and discipline needs in all the activities of the school

· other policies and practices in the school are regularly reviewed to ensure that they meet the needs of all students in the school.

Teaching and support staff, according to their role in the school, will:

· ensure that they are familiar with the Student Wellbeing Policies
· contribute to the provision of a caring, well-managed, safe environment for all students, fellow staff and parents

· participate in the learning and teaching process in ways which take account of the objectives in this policy

· participate in the school community’s implementation of the Student Wellbeing Policies.
Staff with a specific student support role will ensure that:

· the school develops effective mechanisms for integrating behaviour management, conflict resolution and support for students experiencing difficulties.

Students will be encouraged to:

· act according to the Hoxton Honour Code established by the school community (see Appendix 1)
· contribute to the provision of a caring, safe environment for fellow students, staff and parents

· participate actively in the learning and teaching process

· provide their views on school community decisions, including reviews of student welfare, using agreed upon processes which include student representative councils and school parliaments

· practice peaceful conflict resolution.

Parents will be encouraged to:

· participate in the learning of their children and the life of the school, including reviews of student welfare and the discipline code

· share responsibility for shaping their children’s understanding about acceptable behaviour
· work with teachers to establish fair and reasonable expectations of the school.

The Merit Award System
We are strongly committed to a policy of encouraging and rewarding achievement in all aspects of the school life.  For achievement within and outside the classroom, a graduated system of awards is used.  Students are encouraged to work towards achieving the school’s highest awards by ‘trading’ awards at one level for an award at the next highest level.

Merit Awards may be awarded for displaying the Values, Expectations and Achievements that Hoxton Park High School has identified as targets.

These include:

· Academic 

· Leadership

· School Wellbeing
· Sport

· PBL

Students are encouraged to collect and hand in awards for upgrading through the system.  Nine Merit Awards (small size ¼ page) may be taken to the front office for processing to the Bronze Level. Three Bronze certificates may be traded for the Silver certificate.  Two Silver certificates may be traded for a Gold certificate. Two Gold for a Diamond, two Diamond for a Platinum certificate. 
The Principal may issue higher level awards as they deem suitable without the lower awards having been issued. Teachers may make recommendations to the Principal for students to receive a Bronze award. 

Please note that students are encouraged to collect their own awards and hand them in for upgrade to the Front Office.

Bronze and higher certificates will be presented, where possible, at year meetings by the Year Advisor or Senior Executive.


Positive Classroom Practices (Before Green Desk)
Teacher Attitude
· Use positive language that is personal and indicates the behaviour you want to see:

· “Are you being safe?”

· “Can you give me an example of how you could be more respectful in your response/behaviour?”

· “Is that helping your learning?”

· “Everyone needs to be listening in 3…2…1.”

· Use positive recognition to encourage further positive behaviour
· Praise or rewarding students being good is vital for those students who are the most disruptive.

· Always recognise positive behaviour, ensure that you use the merit award system. Positive reinforcement creates positive behaviour.

· There should be 3 positive comments for each negative comment. (Colvin & Lazar, 1997)

· Have high and clear expectations of all students
· Make it absolutely clear what PBL/Hoxton Honour Code means in your teaching space. (This should cover entering and exiting, using equipment in the room and communication in the classroom)

· Be consistent in your expectations.

· Display the Hoxton Park Honour Code prominently in your classroom, link your expectations to the appropriate sections.

· Give examples. Describe acceptable behaviours for the situation you are dealing with. Be clear, ask students to give examples and demonstrate their understanding of HPHS expectations. Don’t make statements about the student’s personality. During correction: emphasise these points with your students:
· Each individual is responsible for their own choices.

· A person always has choice as to what actions they take.

· We must live the consequences of our actions.
· Be a role model

· Stay calm, be assertive. There should be no need to shout.

· Invite, model and expect respect: no abuse or sarcasm.

· Be consistent and patient.
· Correct students by explaining the positive behaviour you want them to adopt eg, Tony is talking to a friend with his bag on his back after entering the class behind everyone else. “Tony, you need to be sitting in a chair, behind your desk, with your book, pen and ruler out by the time I count to 3.” 

· Remember to reward the behaviour you wanted with positive language, excessive merit awards handed out for meeting expectations should not be a habit – merit award system should only be used when students exceed expectations.

Classroom Practices
· Give a student visual clues that their behaviour is unacceptable. Students also need to understand the consequences of these cues. Try writing their name on the board if the student continues to be disruptive. Crosses next to their name may be the next step. After receiving 2 crosses they may be placed on Green Desk.
· Least intrusive to most intrusive: if students are exhibiting low level disruptive behaviour (like talking to each other, calling out answer, being off task) a meaningful look or making a few positive corrections may be enough. Only if their behaviour escalates should your classroom management escalate.

· Once you have finished the instructional phase of your lesson, move around the room. Do not just stand or sit up the front. Move into areas of your room that may be the cause of disruption and monitor these areas.

· Use seating arrangements where necessary. Separate individuals or arrange the whole class depending on what is required.

· If you place a student on detention before Green Desk make sure you spend the detention explaining to the student why their behaviour is unacceptable and make clear how they improve.

· Take every opportunity to contact parents by phone. Make parents your allies. Call early and often. Call to notify parents of good news too – great class work, an outstanding assessment result, consistent participation in class activities. When communicating a concern, be specific and descriptive. Ask your Head Teacher for support if you need help in ringing parents.
· Only students participating in disruptive behaviour should be expected to bear the consequences of their behaviour. 
· Use related and reasonable consequences if a student is late e.g. a detention of a matching length, if they leave a mess in your class they should clean it up.

· Use the student’s name and give clear directions as to what you want them to do.

· If a student is being disruptive or confrontational always allow the student time to comply with your instructions. They need time to think about their choices. 
· Particularly with younger students you need to ensure that your lessons have at least 3 different activities and ensure that those activities are engaging. Don’t talk too much. Use the first 15 minutes of class for instructions then get the students working.

· Give a specific time to complete a specific task.

· At the beginning of each lesson your Learning Intention and Success Criteria should be available for students to see. This information gives students a sense of purpose and direction for the lesson and they can easily mark off tasks as they are completed adding a sense of achievement.
· Positive behaviour can be learned - it has to be explicitly taught over time. Remember to model positive behaviour and language for your students.
· In times of disruption or conflict giving partial agreement may help. Remember to stay positive and instruct students on the behaviour you want to see, not the behaviour you don’t want to see “I can see you have done your work and I know you didn’t yell. You still need to listen when instructions are being given.”
· Ask for help. If you are not seeing the results you want, talk to other teachers in your faculty, friendly colleagues, your Head Teacher or Teacher Mentor for suggestions. We are all in this together! 
Green Desk Flow Chart
Step one

Make sure the student have made the student fully aware of what is expected in your classroom. Use nonverbal cues to remind students what they should be doing. Make sure you are using positive correctional language. “Are you being a respectful, safe learner?”. Explain again what you expect in the classroom. Formally warn the student, remind them of the possible consequences of their actions. Write student’s name on board.

Step two

Use more positive correctional language, explained again what is expected of them. Clearly tell them what is needed by them to correct this situation.  Give the student a formal second warning explain the consequences of their actions i.e. Green Desk. Place a stroke next to the student’s name on the board. Move that student to an appropriate seating position where they will be away from possible distractions. Student is placed on detention.

Step three
If the student’s behaviour continues to be inappropriate even after two formal warnings, a seating arrangement action and a detention the student is placed on Green Desk.

Procedures for Green Desk

Below is a list of procedures to be completed when a student is placed on Green Desk. 
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STUDENT BEHAVIOUR EXPECTATIONS FOR GREEN DESK
TO BE A SAFE AND RESPECTFUL LEARNER

What does this look like?

· Student is isolated from the class for the lesson, therefore, any communication is to be directed toward the teacher only

· Being prepared for all lessons with the appropriate equipment (e.g. pens, book, calculator, PE uniform, lap top (charged), text books, etc)

· Raising your hand to ask or answer a question

· To focus on completing set tasks by the teacher and avoiding behaviours that are distracting (e.g. not playing on mobile phone, using computers for learning not games, not calling out across the room, following teacher’s instructions)

· Be punctual to class

· Attend 3 detentions with the classroom teacher to discuss progress and reflect upon behaviour. Detentions are to take place after each lesson in the break time that follows that lesson

WHAT TO DO IF STUDENTS ARE NOT MEETING GREEN DESK REQUIREMENTS

A student does not automatically go onto Orange Desk if they break the contract. Steps to complete prior to a student being placed on Orange Desk include:
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sStudent to be sent to the Head Teacher with a responsible student to complete their work
sEnsure the Head Teacher is given debrief on where the student is up to and work to be completed
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sHead Teacher to inform student their Green Desk detention for that lesson will now be with the
Head Teacher and class teacher

+Class teacher to input details onto Sentral )

sHead Teacher, class teacher and student discuss the possibility of the student completing the
Green Desk contract as currently stands

sReiterate with the student what a Safe and Respectful Learner looks like in the classroom )
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sHead Teacher makes a professional judgement on whether the student remains on Green Desk or
proceeds to Orange Desk
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«If the student continues to not meet the expectations of the Green Desk contract and Hoxton Park
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ORANGE DESK PROCEDURES
Below is a list of procedures to be completed when a student is placed on Orange Desk. 
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eHead Teacher places student on Orange Desk and explains Orange Desk rules
«Class teacher to place incident details on Sentral
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eHead Teacher makes an appointment with the class teacher and student to discuss why the
student is now on Orange Desk and for student to complete Orange Desk contract
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N
eHead Teacher to enter details into Sentral and print OrangeDesk letter/contract
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eHead Teacher and class teacher to help student fill out the Orange Desk contract and ask student
what they can do to follow the Hoxton Park Honour Code
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eHead Teacher to call the parents and explain why the child is on Orange Desk and inform the )

parents a letter will be sent home regarding the child's behaviour.
«Explicit explanation to the parents of what is expected of the childwhilst on Orange Desk and the
consequence of the child not meeting Orange Desk requirements )

+Orange Desk letter/contract sent home to parents
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N
*The class teacher is to provide the work to the Head Teacher prior to the next 3 lessons
+The student will meet the Head Teacher at the staffroom at the commencement of the lesson
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«In order for the student to return to their class they must return the signed Orange Desk contract\
to the Head Teacher

eEnsure their work is up to date with the rest of the class

«Successfully demonstrate they have been a Safe and Respectful Learner and completed their 3
detentions with the Head Teacher

eHead Teacher to interview the student, provide positive feedback on student behaviour and give
explicit expectations of the student's behaviour when they return to class )
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STUDENT BEHAVIOUR EXPECTATIONS FOR ORANGE DESK

TO BE A SAFE AND RESPECTFUL LEARNER

What does this look like?

· Student is isolated from the class for the lesson, therefore, any communication is to be directed toward the head teacher only

· Being prepared for all lessons with the appropriate equipment (e.g. pens, book, calculator, PE uniform, lap top (charged), text books, etc)

· Raising your hand to ask or answer a question

· To focus on completing set tasks by the teacher and avoiding behaviours that are distracting (e.g. not playing on mobile phone, using computers for learning not games, not calling out across the room, following teacher’s instructions)

· Be punctual to class

· Attend 3 detentions with the Head Teacher to discuss progress and reflect upon behaviour. Detentions are to take place after each lesson in the break time that follows that lesson and will involve students participating in a School Beautification Project

WHAT TO DO IF STUDENTS ARE NOT MEETING ORANGE DESK REQUIREMENTS

If a student continues to not meet the requirements of the Hoxton Park Honour Code and the Orange Desk expectations the Head Teacher is to do the following:
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PROCEDUCRES FOR RED DESK

RED DESK PLACEMENT

A student can only be placed on Red Desk by the Principal or Deputy Principal.  
Head Teachers may recommend a student to the Deputy to be placed on Red Desk if:

· The student is being placed on Orange Desk on two previous occasions that term within the one faculty

· Is on currently on Orange Desk in two or more faculties 

· Students who demonstrate continued disobedience or who are involved in a serious incident of misbehaviour 

· The parents are to be informed by letter (or phone call) that their child will be placed on Red Desk and in most cases a parent interview will be arranged

· The Deputy will then enter the student’s names and details into Sentral

WHILE ON RED DESKS STUDENTS MUST:

DAY 1
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*Report to the Front Office/relevent Deputy Principal immediatey at the start of the school day
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«Deputy Principal to discuss with the student the expectations of Red Desk system in line with the
Hoxton Park Honour Code
«Student to give Deputy their phone/device to be held for the duration of the day
J/

N
ePeriod 1 teacher is to collect the student from the Front Office with the Red Desk PBL Booklet and
the student's Red Desk Progress Card, which is to be completed by each staff member at the end of
the lesson.

J
ePeriod 1 & 2 - student to complete Hoxton Park Honour Code behavioural booklet )
«Period 2 - half an hour before the Break 1 bell goes the student may go to the canteen and toilet

with the supervising teacher and eat their morning tea )
#Break 1 to period 4 - Student to complete ELLA work )
«Period 4 - half an hour prior to lunch the student may go to the canteen and toilet with the

supervising teacher and eat their lunch )

N

#Break 2 to period 6 - Student to complete NAPLAN work
#3:00pm the student is to present their work for the day to the Deputy Principal and their Red Desk
Progress Card
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If the student will be completing Red Desk for more than one day, the Deputy Principal is to notify the Front Office who can use Day 1 to collect work for the additional days. 

The student’s work is to be placed in an envelope with the student’s timetable attached. 
NB: Red Desk is held in the area between Deputy Jamal and Student Wellbeing Offices upstairs in the Library.
 DAY 2 + additional days:
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«Deputy Principal to discuss with the student the expectations of Red Desk system in line with the
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ePeriod 1 teacher is to collect the student from the Front Office with the work for the day and the
student's Red Desk Progress Card, which is to be completed by each staff member at the end of the
lesson.

J
N
ePeriod 1 & 2 - student to complete period 1 and 2 work
ePeriod 2 - half an hour before the Break 1 bell goes the student may go to the canteen and toilet
with the supervising teacher and eat their morning tea
J
eBreak 1 - Student to complete period 2 work D
ePeriod 3 & 4 - student to complete period 3 and 4 work
ePeriod 4 - half an hour prior to lunch the student may go to the canteen and toilet with the
supervising teacher and eat their lunch )
N

eBreak 2 - Student to complete period 4 work

ePeriod 5 & 6 - student to complete period 5 and 6 work

#3:00pm the student is to present their work for the day to the Deputy Principal and their Red Desk
Progress Card )

N

«To return to class the student must return Red Desk contract letter to Deputy Principal signed by
parent, genuinely participate in Red Desk Exit interview with Deputy Principal, sign Hoxton Park
Honour Code and comply with Red Desk progress book monitoring






STUDENT BEHAVIOUR EXPECTATIONS FOR RED DESK

TO BE A SAFE AND RESPECTFUL LEARNER

What does this look like?

· Attend all lessons in the allocated Red Desk area (located in the upstairs Library between the HT Student Wellbeing office and the Retail Room)

· Complete the supplied work without communicating to anyone. They may ask the teacher a question regarding the work, however, they are not to try and engage the teacher in a conversation

· Return the Red Desk letter to the Deputy Principal signed by their parent or guardian

· Comply with the Red Desk rules

WHAT TO DO IF STUDENTS ARE NOT MEETING RED DESK REQUIREMENTS

If a student continues to not meet the requirements of the Hoxton Park Honour Code and the Red Desk expectations the teacher is to do the following:
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«Deputy to interview student and make a professional judgement on a consequence for poor
behaviour





RED DESK RULES

· Please remain quiet and sit where the teacher asks you to be seated
· Quiet reading is encouraged
· You may do school work and work on assessment tasks
· You may go to the toilet during alternative Break 1 and 2

· You may not leave the area except with a teacher (usually only at Break 1 and 2)

· Borrowing items from other students is not allowed
· You are not to speak to another student while in the area or going to and from Break 1 and 2

· No listening to music or play games on your phone/device

· You may not use your laptop or the internet unless it is work related and permission is gained from the supervising teacher

· Raise your hand if you wish to speak to the supervising teacher


School Uniform

Hoxton Park High School is a uniform school. Our uniform is unanimously endorsed by our student leadership team and our parent body and as such, all students are expected to wear full school uniform each school day.

This uniform policy is in accordance with the Department of Education general Uniform Policy and additional support document, the Wellbeing Framework.

https://www.det.nsw.edu.au/policies/student_admin/uniforms/school_uniform/PD20040025.shtml and http://www.dec.nsw.gov.au/about-the-department/our-reforms/supported-students-successful-students/behaviour-code-for-students 

The high regard in which our student body is held is attributed to the standard of and the compliance of students with the established school uniform expectations. Students enrolled at Hoxton Park High School, attending the school or related events and excursions, are expected to wear full school uniform as identified in this policy. Our school uniform provides students with a sense of identity and belonging within the community and assists in building pride in each other, our endeavours and ourselves. Each Tuesday is Sport Day. Year 9 and 10 students are expected to be in full sport uniform on Tuesdays. The wearing of our uniform is an expectation of the Hoxton Honour Code and is directly related to the positive image that our school holds within the community.

All parts of our school uniform can be purchased at The School Locker Liverpool. It is expected students out of uniform will provide a note from home acknowledging the student’s out of uniform status and expected return to uniform. Students out of uniform will follow the Out of Uniform procedure located on our school website. Compliance with our uniform code includes wearing white socks and appropriate shoes for workshop areas (black leather, closed toe) and the relevant PE and Sport Uniform as appropriate during PDHPE lessons and sporting activities (sport shoes).
The range of Hoxton Park uniforms are as shown in the images and table below.
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 Out of Uniform Procedure and Flowchart




Students out of uniform are noted down in the out of uniform folders and are told to report to the HSIE staffroom at Break 1 to attend a brief detention and be issued with a blue note. This blue note is to be shown to teachers who may ask about uniform throughout the day. 
Students who arrive at school out of uniform, with or without a note from home, can go directly to the HSIE staffroom before assembly to receive a blue note.

Late arrivals to Front Office will report to Senior Executive member for uniform check immediately after signing in. This uniform check will be indicated on the late slip – if it is not noted please send student back to the relevant grade DP for checking.
Uniform Check

•
Conducted on the assembly by head teachers supervising in order of year groups – using the Uniform folders

•
Late arrivals to Front Office will report to Senior Executive member for uniform check immediately after signing in. This uniform check will be indicated on the late slip.

•
Uniform Officer updates students out of uniform daily (by recess as much as possible) onto Sentral

•
Uniform Detention is at Break 1 in A3 – students to sit first half of detention and also collect a blue slip if they have not already done so in the morning 

•
If a teacher notices a student is out of uniform without a blue note after break 1 – that teacher is to send the student directly to the DP with a note

•
In the event that we do not have assembly (Formal Examination periods/NAPLAN/etc.) teachers are then to note who is out of uniform in morning routine (as this time is extended from the normal 12mins to 22mins ILO Assembly) and click out of uniform option on the roll and make a comment of what clothing is out of uniform and if the student does or does not have a note – teachers to also sight the note.

Out of Uniform Policy and Flowchart





Attendance
The Education Act 1990 requires that all students between the ages of 6 and 17 years of age must be enrolled in school or meet the New School Leaving Age legislation requirements. Students who attend school achieve better educational outcomes and experience greater success in further education and training. It is the policy of this school that students must attend all timetabled lessons unless there is an official variation to the normal curriculum. Students over 17, known as post-compulsory students, must attend and actively engage in the learning process - a minimum of 85% attendance is a good guide. It is the goal of Hoxton Park High School to consistently improve attendance outcomes for all students. 

All staff has a responsibility to monitor the attendance of students at Hoxton Park High School.

Daily roll marking occurs in Morning Routine and it is essential this is an accurate roll. All attendance and attendance issues are based around this record.

Classroom teachers need to include roll marking as a priority for their classroom routine. Rolls should be marked within the first 10 minutes of each lesson. Faculty concern letters should be sent home to inform parents of any chronic absenteeism that may mean a student is not meeting course requirements.

Year Advisers monitor the attendance of each student in their year group. When a pattern of non-attendance occurs Year Advisers will conduct student interviews, call home and make record of these interventions. Year Advisers meet regularly with the Deputy Principals regarding attendance and will update staff at Monday Muster.

The Home School Liaison Officer (HSLO) monitors students, who have fallen below, or are at risk of falling below, 85% attendance. The HSLO conducts interviews with at risk students and facilitates the formal attendance processes to return students to school.

Procedures for managing absence
Any student who is absent from school for part of or a whole day is required, by law, to bring a signed letter or medical certificate to justify their absence. Students absent for 2-3 days will be contacted by their Roll Call teacher. Students who are absent beyond this will be referred to their Year Adviser who will contact home to discuss any issues that may be preventing a student from participating in their education. Students with less than 85% attendance will require a medical certificate to explain their absences. Students who are persistently absent from school will be referred by the Deputy Principal to the Home School Liaison Officer.

Truanting

Truancy will not be tolerated at this school. Truancy is a breach of trust. Truancy is dangerous. If a student is not in class the school cannot guarantee their safety. Students who leave the school grounds, or who not attend school as expected by their parents, are placing themselves at risk. If you note that a student is truanting during the roll marking of a lesson, e-mail or call the relevant Grade DP immediately and note on Sentral.

Non-Attendance Flowchart (see also Appendix 2)







Procedures dealing with truants

Teachers mark their electronic class rolls on Sentral every lesson and missing students are identified as truant. Identified truants will receive notice to report to Mr Lal for detention. They will sign a contract agreeing to comply with the school Attendance and Truancy Policy. Students who do not report for detention or 2nd time offenders will be issued with an Attendance Monitoring Card. A 3rd offence or those students who do not satisfactorily complete their Attendance Monitoring Cards will be referred for their disobedience. Parents will be notified in each instance.  Truancy beyond this limit (3 truancies per term) will be referred to Deputy Principal and the matter will be treated as persistent disobedience. The Deputy Principal has a range options including: parent interview, extended school service duties, letter of caution, Red Desk and suspension. 

Lateness

Arriving at school on time is vital to maintaining an effective learning routine. Hoxton Park High School students are expected to arrive at school in time for morning assembly at 8.58am. Lateness to school is a partial absence and needs to be explained with a parental note, handed to the Front Office on arrival. Students who are persistently late will be asked to sign a contract agreeing to get to school on time. If the student breaks that agreement parents will be contacted and invited to an interview to discuss issues preventing prompt arrival to school each day. If the student continues being late after this interview the student will be referred to the Deputy Principal for persistent disobedience of school rules.

Leaving Early

Students may not leave school early without an acceptable reason from their parent/caregiver. Sport is a school activity to be attended by all Year 7-10 students. Coaching for sport, music etc is not an acceptable reason for leaving school early.

Students may only be signed out by a parent, caregiver or emergency contact person. This person must come to the Front Office and sign the student out in person and provide an acceptable reason for that student to leave. 

Students are not permitted to leave the school grounds, during the school day without following these procedures.


Suspension and Expulsion of School Students Procedures
This school complies with the Department of Education “Procedures for the Suspension and Expulsion of School Students” policy which is part of the broader “Good Discipline and Effective Learning Policy”.  

The six-page document is available from either Deputy Principal. Only the Principal can make the decision to suspend or expel a student from this school. 

The key principle behind this document is:
“All students and teachers have the right to be treated fairly and with dignity, in an environment free from disruption, intimidation, harassment and discrimination. To achieve this, all schools will maintain high standards of student behaviour.”
Suspensions, Exclusion, Place Declared Vacant:

Definitions:

· Short Suspensions: removed from school for 1-4 days

· Long Suspensions: removed from school for 5-20 days

· Exclusion: removed from current school and placed in an agreed school or other educational provider within 10 days

· Expulsion: removed from state education system ministerial approval required


· Place Declared Vacant: for non-serious students over 17 years of age removed from current school

Place DNOTE

NOTE: Suspension, exclusion and expulsion relate to misbehaviour(s).  Place declared vacant related to matters such as lack of work, poor attendance and non-serious approach to school work and study.  Misbehaviour(s) may be linked to these problems.

Where appropriate, students returning from suspension will be placed on a daily Progress Monitoring Cards. This will usually be for suspensions arising from disruption to the learning environment. Where suspensions arise from outside the learning environment, a Progress monitoring card would not normally be issued. Parent interviews are required to resolve suspensions. Where appropriate, a post-suspension mediation may be used to re-build the teacher-student relationship, if this relationship was affected by the student’s behaviour.

The following are prohibited in and around the school, at all school events and activities:
· Illegal drugs and related apparatus

· Alcohol

· Tobacco

· Weapons

· Banned weapons include but are not limited to:

· Firearms of any kind

· Any imitation or replica of any firearm

· Hunting slings, catapults or slingshots

· Knuckle-dusters

· Blow guns or any other similar device capable of projecting a dart

· Whips of any kind

· Kung fu sticks or nunchaku

· Batons of any type

· Spear-guns

· Mace

· Any form of antiperspirant sprays that are capable of discharging irritants in liquid, gas or powder form

· Knives

· Bullets

· Iron bars/pieces of wood, etc

· Firecrackers or explosive devices

· Projectiles, throwing stones

· Star knives

· Syringes

Students face immediate suspension, and police action in relation to weapons, illegal substances or breaking laws.

Students are to:
· Act with safety in and around the school and at all school activities

· Be respectful and obedient to requests from staff and others in positions of authority

· Adhere to the school’s uniform policy
· Maintain good standard of behaviour in the classroom, playgrounds and while travelling to and from school, on excursions, attending sporting and other activities

· Complete assigned homework on time

· Be punctual to class and other timetabled activities

· Maintain positive and respectful relationships with all members of the school, community and fellow students

· Treat animals, plants and trees with care at all times

Students who break these rules face a range of consequences including detentions and half lunch cleanups.  Serious and repeated or persistent misbehaviour would result in afternoon detentions or suspensions.


Bullying, Harassment and Victimisation
Bullying is taken very seriously and is not acceptable in any form at Hoxton Park. Bullying devalues, isolates, frightens and affects an individual’s ability to achieve. Furthermore, bullying has long term effects on those engaging in bullying behavior, those who are the subject of bullying behavior and onlookers or bystanders. Students, teachers, parents, caregivers and the wider school community can expect that:

· Students at Hoxton Park High School will be safe at school, free from fear of bullying, harassment, intimidation and victimisation.

· Students will be provided with the appropriate support if bullying occurs. 

Students attend Hoxton Park High School to participate in quality education that will help them become self-directed, lifelong learners who can create a positive future for themselves and the wider community. 

The school understands bullying to be any repeated behaviour that is harmful in its intent and involves the misuse of power by an individual or group towards one or more persons. Cyber bullying refers to bullying through communication and information technologies.

Bullying behaviour can be, but is not limited to:

· Verbal – name calling, teasing, abuse, putdowns, sarcasm, insults and threats.
· Physical – hitting, punching, kicking, scratching, tripping, spitting.
· Social – ignoring, excluding, alienating and making inappropriate gestures.
· Psychological – spreading rumours, dirty looks, hiding or damaging possessions, malicious SMS and email messages and inappropriate use of camera phones. 
Hoxton Park High School has a number of intervention strategies and programs for students who are identified as being at risk of developing long-term difficulties with school relationships and students who have been identified as previously experiencing or engaging in bullying behaviour. All incidents of bullying will result in parent contact from the school.
· Prefects – supporting students in the playground and acting as role models within the framework Hoxton Honour Code.

· Peer support

· Student Wellbeing Team – seeking support and advice from Year Advisers.
· Learning Support Team – to ensure students are receiving all learning suitable support.
· Internal/External Workshops – students are referred by the Learning Support and Student Wellbeing Teams.
Low level bullying behaviour will be managed in class and reported to the Head Teacher along with the Year Advisor. Teacher to call home and discuss.
· Food throwing 

· Individual name calling

Moderate level bullying will result in an Incident Report being filed and informing the Head Teacher and/or Head Teacher Student Wellbeing. Head Teacher to call home and discuss.
· Name calling that involves a group

· Repeated low level bullying

· Cyber bullying (isolated incidents)

High level bullying behaviour will result in Deputy Principal intervention and a written report being filed. Deputy Principal to call home and discuss.
· Verbal abuse

· Physical abuse

· Cyber bullying (repeated or involving multiple people)

All staff are encouraged to record relevant data relating to bullying and harassment on Millennium as well as discussing incidents at the weekly Student Wellbeing meeting and Learning Support Team meetings. 
How do harassment and victimisation differ from bullying?

Harassment is targeted behaviour that offends, humiliates, intimidates or creates a hostile environment. Harassment happens repeatedly and is intended to harm. 

Victimisation is when a person is treated worse than others based on their perceived point of difference. 
For Example:  Kate has Cerebral Palsy. She loves netball and plays netball with her friends at break times. She is often heard talking about the weekend’s games or the Diamonds. Jason loudly jeers and makes fun of Kate on the playground whenever she plays netball at lunch. When Jason hears Kate and her friends talking about netball, he rudely tells Kate, every time, that she knows nothing about Netball. This is harassment. When Kate starts training for the new season, she has a new coach – Jason. Jason’s sister is on the same team this year. Kate spends each Saturday on the sidelines because Jason says she isn’t as good as the rest of team. This is victimisation.
Harassment and victimisation will not be tolerated at Hoxton Park High School under any circumstances and will be dealt with immediately it is reported. 

Any student who believes they are being harassed or victimised, (in relation to disability, race, culture/religion, gender, economic status etc) should receive support from any and all staff. Complaints about this kind of treatment or behaviour should be made to their Year Adviser or the Head Teacher Student Wellbeing. The student will need to complete a brief complaint form/incident report so the matter can be addressed in a timely manner. The Head Teacher Student Wellbeing, in cooperation with the relevant Year Deputy Principal will manage the matter, including the involvement of specialised staff, and ensure electronic records are kept of the incident and its outcome. The Principal will be kept informed of all developments and outcomes and contact will be made with parents of involved students.
Students who persist in this behaviour will be subject to Suspension and Expulsion Procedures as deemed suitable by the Deputy/Principal.

Anti-Discrimination
This school does not tolerate any form of discrimination, harassment or vilification based on gender, race, religion or sexuality. Discrimination will be viewed through the same policy values as the bullying, harassment and victimisation. Students who are the target of persistent discrimination can complete a discrimination report, which can be given to any Year Advisor, Teacher or Head Teacher. The student is then referred to Anti-Discrimination Contact Officer. The Anti-Discrimination Contact Officer will then seek an informal or formal resolution depending on the nature of the incident and the attitude of the students involved. For full policy details see the Anti-Discrimination Contact Officer.

Some of the Internal/External workshops Hoxton Park High School engages in annually include:

Liaisons with outside agencies

· Youth Pathways program

· Young Australia

· Mission Australia

· UWS Mentoring for ATSI students

· Tutoring for ATSI students (twice a week)

· TAFE

· NSW Police Service – workshops like domestic violence, drugs, alcohol and driving, school visits and talks

Other proactive initiatives

· Anti-discrimination officer and process

· Whole Year Enrichment Days

· Multicultural Days

· Luminous Ladies 

· Crossroads Year 11 – 25 hour course

· All My Own Work

· Special events / days / weeks (such as NAIDOC Week)

· Attendance initiatives (Home School Liaison Officer)

· Drug Education initiative 
· Primary Links
· Monitoring system for absenteeism and behaviour (Millennium)

· Counsellor Service

· Peer Support

· Homework Centre (based on teacher volunteering)

· Optus Digital Thumbprint

· Elevate Education

· Lemon Car

· Commbank Start Smart
Sentral
A student record data base called ‘Sentral’ is used to record incidents, welfare issues, contacts, learning strategies, N Awards, medical information and awards along with student and family details. Sentral should not be used as a consequence or threat.
Student Behaviour Expectations

Hoxton Park High School expects its students to behave in a respectful and responsible manner within school grounds, among the community and with regard to others. Our expectations are in line with the Department of Education’s Wellbeing Framework, Student Behaviour Code. The code can be found here: http://www.dec.nsw.gov.au/about-the-department/our-reforms/supported-students-successful-students/behaviour-code-for-students 

This link is also on our website and the code is included in each student’s school diary from 2016.

At times it is necessary for a member of Senior Executive or Student Wellbeing Team to convene a special meeting of key stakeholders, to discuss the welfare and/or behaviour of a particular student. Parents may be invited to attend such meetings. These meetings may be used to design a behaviour management (or other learning) plan or to determine the future status of the student’s enrolment at this school.

In 2015/6, Hoxton Park High School will implement a new Individualised Learning Plan (ILP) for each student. These will be referred to as Student Development Plans. Students, parents and support workers will have the opportunity to participate in the completion and review of these plans. Each student will have an individualised Student Development Plan and those students with specific needs will have additional addendums to their SDP that will also be reviewed regularly.
These documents will initially be completed in hard copy however will be included in the Sentral system as it is introduced and will become available in 2017 through the Student/Parent Portal for completion.

Anti-Smoking Policy

Smoking in schools is against the law. This school views smoking as a serious health issue. Smoking, being in possession of cigarettes or tobacco, or being in the company of someone who is smoking is against the school rules and does not meet the expectation of Hoxton Park High School and it’s community. Students caught smoking or in possession of cigarettes will be referred to Head Teacher PE. If the incident occurs during the break, the student is to be escorted to the PE staffroom. If the HT PGD is unavailable or the incident occurs at another time a short written referral should be made. Students who do not cooperate should be referred to the HT PGD or in extreme cases to the Deputy Principal.

The PE Faculty operate a structured Quit Smoking program for those students caught smoking. Parents will be contacted by a letter for the first offence. The second offence will incur a letter of caution for continued disobedience. Subsequent offences will be referred to the Deputy Principal and may lead to suspension.
Personal Technology Policy

We live in a 21st Century society that includes many forms of personal technology. At Hoxton Park High School teachers use laptops and interactive whiteboards, students have access to computers and iPads for learning purposes and often also have their own personal devices at school for learning and communication purposes. For the purposes of this policy, Personal Technology refers to any and all electronic devices used to access information, communication or digital entertainment. Students and staff using their own personal technology devices on school grounds do so at their own risk and neither the school nor Department of Education accepts any responsibility for this equipment.

In the classroom

Staff and students are expected to use their personal technology in a manner that respects the learning environment. This means that phones are kept on silent and in bags during classes unless being used to research or carry out some other lesson related activity under teacher instruction and supervision. No student or staff member should answer their phone/make a call during a lesson, contact can be made through the front office if it is necessary by those outside the school. Role modelling professional and respectful use of technology in the learning environment is expected of staff and Prefects/SRC. Students need to remember that the use of personal technology in the classroom is entirely the decision of the teacher in the room. The classroom teacher will determine the activity, time and style of use of any technology. The classroom teacher will determine when any such activity is complete and technology should be put away. Students are expected to follow their teacher’s instructions and the Hoxton Honour Code. 

In the playground

Students are expected to exercise their best judgement when using personal electronic devices during breaks. Technology is not to be used to incite violent or bullying behaviour, it is not to be used to film other students or staff, and it is not to be used to invite non students on to the school premises before, during or after the school day. Students may use their device during break times for entertainment and communication purposes however this is their choice and any damage is the responsibility of the individual student. Students are expected to follow the Hoxton Honour Code during break times and if they are instructed to put away a device or cease its use, this instruction should be followed immediately.

In the community

Students and staff need to be aware of their inclusion in social media/photo/video material when in the community. It is the responsibility of all Hoxton Park High School staff and students to uphold the reputation of the school, the Hoxton Honour Code and the Department of Education’s Code of Conduct/Behaviour Code for Students. Please remember that you require the permission of others to use their photos/video material and think carefully before appearing in other people’s photos/video material. This includes the schools’ social media accounts of facebook, twitter, website and e-newsletter.
Personal technology is a great resource and learning tool. Please use it respectfully and responsibly to be a safe and active teacher/learner.

       Student Leadership Opportunities
Prefect Body
In a school, organisation is critical, as is the inclusion of students as part of that organisation. The position of prefect is a position of responsibility and one which provides an important connection between pupils and staff. The Prefect Team has an important role throughout the whole school community. They are responsible for helping set the tone amongst the student body and for maintaining and enhancing the culture of Hoxton Park High School. Prefects are role models expected to demonstrate the values of the school in their daily lives in order to encouraging those values in others. 

The training received by prefects provides the opportunity for students to be educated and well equipped to be successful in their roles as school leaders and gives them the skills to effectively and efficiently carry out their responsibilities to the benefit of all.

The Prefects will have many opportunities to demonstrate their leadership skills and qualities in and around the school. We hope their time as Prefects allows them to develop the confidence and skills to continue striving for leadership roles throughout their lives and careers.

Student Representative Council
The Student Representative Council (SRC) is a group of students from Year 7 to 12 who have been elected by their peers to represent the student body of Hoxton Park High School. They have a voice in the decision making process and campaign for the needs and wants of students. SRC Members dedicate their time, energy and ideas to run various fund raising and spirit building initiatives for the students and staff of the school. The SRC is chaired by the School and Vice Captains. 
Passport to Leadership

The Passport to Leadership was introduced in 2012. All students from Years 7-10 were issued with a passport logbook, which assists them in keeping track of their leadership roles and responsibilities in the areas of academics, culture, sport, CAPA and citizenship. This program has continued each year since.
Year 7 students are issued Passports each year. From 2016 we will move to include the Passport to Leadership into the annual HPHS student diary and a full electronic version will available for update and use through Sentral in the Parent/Student Portal. This means students can keep a quick record in their diary (with teacher signatures) that they can use to update their full passport in greater detail at regular intervals. The electronic record of their Passport to Leadership will remain a living document throughout each student’s time at Hoxton Park High School.
The Passport to Leadership is used to support a student’s application for leadership opportunities: participation in leadership training, camps, peer support, positions in SRC or as a school captain or prefect. The Passport Program encourages students to take responsibility and an active role in their school community by highlighting their leadership capabilities in a range of fields. It can also be a valuable document if applying for university or community scholarships during Year 12.

Volunteering

The NSW Premier's Student Volunteering Awards program aims to encourage young people to recognise the benefits and rewards of volunteering in their local community. Students are encouraged to participate in the program to contribute positively to their own community, develop an understanding of others, build upon their own knowledge, skills and direction and demonstrate their character to others.
Hoxton Park High School students in Years 9 and 10 are invited to participate in the program in which they can receive a Certificate of Recognition from the NSW Premier based on their hours of service. There are four awards students are able to achieve in the program based on the hours of service students complete throughout Year 9 and 10. The four awards are:
· Bronze (20 hours of service) 

· Silver (40 hours of service)
· Gold (60 hours of service)
· Diamond (80+ hours of service)

Students are able to back date their volunteer hours from the commencement of Year 9 and have until the end of Year 10 to update their logbooks. Many of our students are already engaged in volunteer work (e.g. coaching sports teams, caring for children in crèche in their religious communities, assisting school library staff, peer mediation, etc) and this is an opportunity for them to be formally recognised for their efforts. Our objective is to see every student receive a Bronze award or higher upon completing Year 10. Year Advisers can provide Volunteering Logbooks to interested students.

Student Support Services
Homework Centre

The school operates an after-school homework centre for students who apply and show interest. Teachers support this initiative on a voluntary basis by tutoring, helping and mentoring students as they work on their homework, assignments or exam preparations.
The School Counselling Service

The school counselling service provides counselling and psychological assessment to students with specific support needs in NSW Government Schools. School counsellors work through the school welfare and learning support teams to improve student welfare and learning outcomes. 

School counsellors:

· Provide counselling to students, individually and in groups, including appropriate short term therapeutic interventions undertaken within the constraints of their training, experience and supervision

· Work in consultation with the principal, school executive, staff and regional student support services to improve student learning and wellbeing outcomes and implement current departmental priorities

· Work collaboratively with learning support teams, parents and caregivers, and other agencies, to develop appropriate school based support for students

· Carry out cognitive, social, emotional and behavioural assessment of students referred by the learning support team, report the results of assessments and interventions to parents and teachers, and collaborate to improve learning and wellbeing outcomes

· Contribute to the social, emotional, and academic development of students by participating in student welfare committees

· Contribute to the development of and planning for students with special needs by assisting review committees in the design and or delivery of educational plans

· Respond, as part of a team, to schools experiencing emergencies

· Provide long suspension reports to principals with recommendations for future management

· Assist and support parents and caregivers in addressing the social, emotional, and educational development of their children

· Refer students and/or their families and caregivers to other agencies that will support the development of student health and wellbeing outcomes.

Parents and teachers may refer a student to the school counselling service; students may also refer themselves. Before a student can be assessed by the school counsellor, a referral should first be made through the learning support team and consent must be obtained from a parent or caregiver.

Information obtained in the process of counselling is generally protected by confidentiality. Confidentiality is overridden in circumstances where there is a legal basis to disclose information under the Mandatory Reporting Guidelines. Under such circumstances, relevant information may be passed onto the principal, parent or caregiver and/or other agencies.
Learning and Support Team 
The Learning and Support Team work closely with the Student Wellbeing Team to support students with additional supporting needs. The Student Wellbeing Head Teacher attends the fortnightly Learning and Support Committee Meetings and distributes information to the relevant Year Advisors. The Head Teacher Student Wellbeing also makes referrals on behalf of the Student Wellbeing Team to LaST when it is deemed appropriate. The LaST and Student Wellbeing Team also collaborate on organising enrichment programs and support networks within the school plan to increase student development and engagement. 
Year Advisers 
Year advisors play a pivotal role in the pastoral care for all students who attend Hoxton Park High school. Year advisors, and their assistants, remain with their year group from enrolment to graduation in order to provide stability and to make a rich partnership between themselves, the student, their parents/carers and represent the whole school. In their capacity of Year Advisor they:

Provide guidance for and promote the welfare of students in the Year:

· To support individual students through difficult times

· To assist teachers understand the practical needs of individual students every year

· To monitor trends in individual students relating to – academic progress, classroom behaviour, attendance, social behaviour, adjustment etc. and to refer, where necessary to counsellor, Principal, Deputy Principal, Head Teacher Student Wellbeing etc.
· To initiate/develop/enhance programs that develop and promote group cohesion and identification (encourage and support camps, enrichment days, etc.)

Initiate and organise camps, excursions and year meetings:
· To support and a willingness to teach Positive Behaviour for Learning
· To support and participate in peer mediation

· To promote, organise and attend camps and excursions

· Assist with parent teacher nights, transition nights, subject selections, graduation, etc.
As the interface between home and school:

· To provide the initial point of contact for parents

· To provide liaison between parents and the school

· To update information on students at risk or with additional needs
As a member of the Student Wellbeing Team:

· To participate in the development and implementation of school policy relating to Student Welfare

· To attend Welfare committee meetings

· To provide liaison with the School Counsellor and be proactive in referring students of concern

As an Administrator:

· To maintain certain records on Sentral and student files
· Maintain a check on whole day absences and intervene where necessary

· To assist with new enrolment procedures

· To co-ordinate the presentation of reports to parents

· To regularly survey students and monitor interests/concerns
Transition Advisor
A Transition Adviser is a teacher from the school who works as a member of the school Career and Transition Team. This teacher undertakes specific additional training provided by the Department to support targeted students, particularly those most likely to disengage early from education or training, to plan their transition from school. The Transition Adviser Program is a strategy of the NSW School to Work Program and is managed by the Senior Pathways.
More information on this role can be found on the Department website and the HPHS Staff Information Booklet 2017.
School Chaplain  

Chaplains provide social, emotional and spiritual support to school communities. They have a prevention and support focus; helping students find a better way to deal with life issues. They provide a listening ear and a caring presence in the school, available for all students, staff and parents. At Hoxton Park High School, the Chaplain undertakes a variety of roles within a pastoral capacity, including:
· Building active and positive relationships with staff and students

· Engaging with student data on Sentral and through interviews with staff to see areas of risk and patterns of negative behaviour

· Plans and conducts programs to counteract negative student behaviours, which are impacting on student learning. This includes conducting all Variation to Routine protocols as per any excursion and collating data of progress throughout the program to communicate through Sentral for all staff to track. 
· Attendance and active involvement at the Student Wellbeing Team meetings, including proposals of program ideas and taking into consideration the suggestions of the Student Wellbeing Team members.

Keeping Them Safe: A Shared Approach to Child Wellbeing

Keep Them Safe is a five-year action plan from the NSW Government to change the way family and community services are delivered to improve safety, welfare and wellbeing of children and young people.  Keep Them Safe recognises the importance of the wellbeing of all children and young people, with the aim of providing appropriate support to families earlier, to prevent children and young people requiring statutory child protection intervention. To achieve this, Keep Them Safe encourages families, communities, government agencies, and non-government organisations to work together to support children, young people, and families.

Focus areas include:

· Prevention and early intervention services

· Child protection system and services

· Support Aboriginal children and families

· Partnerships with non-government organisations to deliver community services

· Out-of-home care

Risk of ‘Significant’ Harm: A key change to come from the reform is the increased threshold for reporting children and young people to the Child Protection Helpline; from “risk of harm” to “risk of significant harm”.  Mandatory reporters as defined by NSW legislation include all teaching and executive staff in schools. Thus, it is a teacher or executive staff member’s legal obligation to make a report to Community Services if they suspect that a child or young person is at risk of significant harm. If a teacher is concerned about the wellbeing of a student or a student has made a disclosure about abuse/neglect they must notify the Principal. For more information refer to www.keepthemsafe.nsw.gov.au

Appendix 1: Hoxton Park High School ~ The Hoxton Honour Code
Care

Respect

Participation

Excellence
	At HPHS I will achieve SUCCESS
by being:
	IN THE CLASSROOM I WILL ACHIEVE SUCCESS BY:
	IN THE SCHOOL I WILL ACHIEVE SUCCESS BY:
	IN THE COMMUNITY I WILL ACHIEVE SUCCESS BY:

	SAFE
	· Ensuring mobile phones are off and out of sight for the duration of the school day

· Being polite at all times

· Keeping the classroom neat and tidy including free from food, drink and chewing gum

· Placement of school bags in the correct place in the Library, Science labs & Gym.

· Using computers and the internet appropriately

· Ensuring the school remains a graffiti free zone
	· Using areas appropriately

· Move sensibly around the school

· Listening   and   following   the   instructions   of teachers on duty and Canteen Staff

· Lining up in an orderly and quiet manner for the canteen and purchasing food for yourself only

· Ensuring the school is graffiti free

· Following the no smoking rule

· Ensuring mobile phones are off and out of sight
	· Behaving safely, considerately and responsibly when travelling to and from school

· Following the teachers instructions when representing the school on excursions or as a member of a sporting team

· Using the internet appropriately

· Ensuring the community remains a graffiti free zone

	RESPECTFUL
& RESPONSIBLE
	· Listening and following teachers instructions

· Wearing   the   correct   uniform   including   full sports uniform when appropriate

· Showing respect at all times for all school staff and peers

· Treating one another with dignity

· Respecting the property of others

· Using appropriate language
	· Placing rubbish in bins and have pride in the school environment

· Being a positive role model

· Being polite at all times

· Using appropriate language

· Respecting school property including the toilets

· Respecting the property of other students

· Treating one another with dignity and respect

· Sitting in correct places during assemblies and listening attentively to speakers
	· Using appropriate language

· Being a positive ambassador

· Being polite and courteous at all times

· Wearing the correct school uniform with pride

· Maintaining the positive image of Hoxton Park High School

· Showing respect to the general public

	AN ACTIVE LEARNER
	· Attending school every day and being in class on time and prepared to learn

· Having the necessary equipment for theory and practical classes

· Following class rules

· Being an active and engaged learner

· Striving for my personal best

· Challenging yourself

· Completing class work and homework
	· Being a positive problem solver

· Returning to class  after  breaks  promptly  and orderly

· Respect your peers right to learn.
	· Displaying good sportsmanship

· Recognise school values of Care, Respect, Excellence and Participation.


Appendix 2: Attendance Flow Cart


















Care 	Excellence 	   Participation	   Respect





Student does not attend detention 1+ times





Student is caught changing out of uniform (e.g. shoes) after assembly to avoid detention





Student is out of uniform without a note 





Uniform Detention Break 1 for 15 minutes





Student is habitually out of uniform without a note from home 








Student is reprimanded according to the discretion of relevant Year DP





Student repeats offences and uniform has not been resolved 





Official student interview with relevant Year DP and issued a Letter of Caution





Student repeats offences and uniform has not been resolved 





Official Letter of Warning from Uniform Officer to parents





Year Advisor checks attendance fortnightly





Teacher checks class attendance report Weeks 5 and 10





Student’s attendance is below 85%








Year Advisor to determine irregular attendance patterns 





Teacher calls home and sends a letter regarding attendance (see Stage letters above)





Year Advisor to make contact home and determine cause of absence. Record on Sentral and communicate at Monday Muster if necessary.





Teacher checks if work is completed and adjusts Sentral incident








Year Advisor to bring up student with DP and/or HSLO and determine if Letter 1 needs to be sent.








Student’s attendance does not improve





Student drops off medical notes/notes from home.


3 unexplained absences teacher calls home, record call.


Pick up patterns for continued absence/lateness and refer to year advisor.





Front Office Drop box





Year advisor





Receive referral and call home


Report relevant info at Monday Muster 


Interview student (who has patterned absence/lateness)


Inform Front Office 


Discuss with DP during regular/ fortnightly meetings


If continued absence refer to DP for parent teacher Interview. 





School counsellor





DP





Principal (if absent for extended period)


Report the missing person to Principal











Student Wellbeing Team





DP Letter of caution





Transition Adviser








Refer to HSLO


(Letter 1)








1. Tafe courses


2. Work placement                                                             3. Relevant programs with School Chaplain
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