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Student Management Policy  

 
 
 

Help for non-English speakers 
 
If you need help to understand the information in this policy, please contact a Coordinator 
or the General Office   
 

 

Purpose  
The College Student Management Policy aims to: 

1. Ensure a cooperative, supportive, safe and orderly environment where effective learning and 
teaching occur. 

2. Establish structures and processes which focus on a School Wide approach to Positive Behaviour 
Support (SWPBS). 

3. Outline our shared expectations in relation to acceptable student behaviour and appropriate 
discipline and support measures. 

 

Scope 
This policy applies to students when they are at the College, travelling to or from school or while engaged 
in an official school related activity or event. 

 

Policy 
 

Student rights and responsibilities  
 
All members of our school community have a right to experience a safe, supportive and productive school 
environment. We expect that all students, staff, parents and carers treat each other with respect and 
dignity. Therefore, the College’s Student Management Policy is based on the following personal and 
communal rights and responsibilities: 
 

● All students have the right and responsibility to learn; 
● All students have the right to feel comfortable & safe, and the responsibility to contribute to the  
 comfort & safety of others; 
● All students have a responsibility to develop empathy for the wellbeing of others. 

 
All students have the right to learn 
 
This means that all students have the right to: 

● Learn as much as possible and participate fully in their education program; 
● Have all work expectations clearly explained to them; 
● Receive regular feedback about their progress;  
● Have a curriculum that is meaningful and appropriate, whilst also being challenging and 

promoting high expectations; 
 
And all students have a personal and communal responsibility to: 

● Take full advantage of learning opportunities in order to strive for personal excellence; 
● Behave in a way that allows others to learn and work effectively;  
● Respect the right of others to learn, and  
● Encourage others to behave appropriately and to work hard. 
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All students have the right to feel secure and happy at school 
 
This means that all students have the right to: 

● Be emotionally and physically safe;  
● Be valued as individuals, and treated justly and fairly at all times; 
● Learn in a safe, orderly environment free from bullying, harassment, violence, discrimination or 

intimidation 
● Respectfully express their ideas, feelings and concerns.  

 
And all students have a personal and communal responsibility to: 

● Be aware of, and to follow, College policies and procedures; 
● Obey all reasonable requests of staff members;  
● Display positive behaviours that demonstrate respect for themselves, their peers, their teachers 

and members of the school community; 
● Contribute to school-based decisions through active participation in student forums, leadership 

activities and peer representation roles. 
 

All students have a responsibility to develop empathy for the wellbeing of others 
 
This means that all students have a personal and communal responsibility to: 

● Treat, and encourage others to treat, all members of the College community fairly and with 
respect; 

● Respect and encourage others to respect both personal and college property;  
● Accept and encourage others to accept differences in the cultural backgrounds, opinions, gender, 

sexual diversity and attitudes of others. 
 

College Behaviour Matrix   
 
All members of our College community demonstrate these rights and responsibilities by enacting the 
behaviour expectations outlined in the College Behaviour Matrix . The overarching expectations are to: 

● Be Safe 
● Be respectful  
● Be responsible  

 
A matrix with specific rules relating to each of these expectations has been developed relating to different 
areas of the College.  These are displayed around the College and printed in student diaries. The full matrix 
is detailed below: 
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Setting Expectations  
 
All teachers are to set clear expectations with all their classes based on the Matrix. To set clear 

expectations with students, we should ensure they are explicit and framed positively. We identify the 

behaviour we want to see, not the behaviour we don’t. 

 

EG:‘In this class, we listen while others are speaking’ 

Rather than ‘ In this class, we don’t interrupt’  

 
When setting expectations, you can use a variety of methods depending on how much time you would like 

to dedicate to the task. 

 

Method 1: 

Write 4-6 rules and take these to the class to discuss 

EG: 

  
 

Method 2: 

Come up with key areas to discuss and collaborate with the class to write the rules. 

 (Examples will be sent out with slides) 

 

Method 3: 

You could use a variety of activities to collaborate with the class: jigsaw, silent conversations, vote, 

reflective questions (such as ‘What might you find most challenging?’) etc. 

 

To teach students specific behaviours that will enable them to meet our expectations we must:  

● Tell – introduce the expected behaviour and discuss why it is important 

● Show – demonstrate and model expected behaviours 

● Practice – role play expected behaviours in relevant contexts 

 

 
For more information on reinforcing expectations refer to the examples in Appendix 3 and the 
PCMS resource in Appendix 4 
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Responding to behaviour – Whole School Approach  
 
 
The College approach to responding to behaviour is outlined in the Behaviour Flowchart. A full digital 
version with hyperlinks can be found here.  
 
 

 
 
The behaviour flowchart has been developed in consultation with staff and adheres to the Department of 
Education Positive Classroom Management Strategies (PCMS).  These strategies form part of this policy 
and the College approach to responding to classroom misbehaviour and should be read alongside this 
policy. A copy can be found in Appendix 4.  
 
The flowchart provides guidance on how to manage minor and major behaviours.  
 
 
Minor behaviours   
 
Minor behaviours do not meet the school expectations in the SWPBS matrix. They can be managed by a 
staff member in the moment. Minor behaviours are to be recorded on Compass, however are not 
responded to by Sub School Staff.   
 
Note: behaviours can escalate to the threshold of a major behaviour at any time. 
 
Examples can be found here -  
 
 

https://drive.google.com/file/d/1Te2508MJ0NKLE-MVw8DqBBJDzA0j-gEY/view
https://www.education.vic.gov.au/Documents/school/PCMS/SWPBS_PCMS_Placemats.pdf
https://docs.google.com/spreadsheets/d/1ZPfDoCGakZePuDz8LeGs8S-jqtgVL7w2gHhdKc0jKZ4/edit?gid=1780967428#gid=1780967428
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Major Behaviours  
 
Major behaviours either: 

● require Sub School intervention to support a resolution, or  
●  are repetitive minor behaviours occurring in a short span of time and all Positive Classroom 

Management Strategies (PCMS) have been exhausted. 
● Major behaviours must be documented on Compass 

Examples can be found here 
 
 
Addressing minor behaviour  
 

 

Re-directs - examples: 
“Remember to keep hands and feet to ourselves.” 
“Is that a positive contribution? Positive contributions 
only, folks!” 
“Handing things to each other, please.” 

Re-teach – examples: 
“We show that we are safe in the classroom by staying in 
our assigned seats and having all chair legs on the 
ground.” 
“Who remembers how we demonstrate respect in the 
classroom?” 

 
Provide Choice  
You need to provide two genuine alternatives.  
Not: “Sit here or you’re going to the coordinators.” 
But: “Sit here, or here. Your choice.” 
Not: “You can start Exercise 1, or stay back during lunch.” 
But: “You can choose which question to start with.” 
 
 

Student Conference 
These will often take place more privately. For example, 

● “I noticed ____. Help me to understand what is going on for you.” 
● “How could you have responded differently?” 
● “What part could you take accountability for?” 
● “What might be a better way to approach this situation in future?” 
● “What do you think is the best approach for the remainder of this lesson?” 

 
Please refer to Appendix 1 for more detailed information on how to lead a restorative (WARRM) 
conversation.  
 
Document the minor behaviour and the actions you took on Compass using the Minor Behaviour 
Chronicle.  
 
 
Addressing major behaviour  
 
Identify whether it is major 

● Is anyone’s safety at risk? 
● Have the PCMS been exhausted? 
● Has the student shown a degree of disrespect to teacher or student that is unacceptable? 

How to escalate 

https://docs.google.com/spreadsheets/d/1ZPfDoCGakZePuDz8LeGs8S-jqtgVL7w2gHhdKc0jKZ4/edit?gid=461389880#gid=461389880
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● Send the student to Sub School - or send other student to request Sub School support 
● Write compass post detailing incident - describe facts and actions, use neutral language, avoid 

personal opinion, include relevant context 
● Organise a restorative in conjunction with Coordinator 

 
 
Reward and Recognition for Positive Behaviour  
  
A fundamental aspect of the SWPBS system is recognising and rewarding positive behaviour. School-wide 
systems are developed to acknowledge expected behaviour and promote commitment from all members 
of the school community.  
 

To effectively recognise and encourage students when they display expected behaviours and to 
create a positive school environment where learning flourishes. Teachers should implement this 
practice because it reinforces good behaviour and motivates students to maintain high standards. 
Consistent positive reinforcement also builds a supportive and inclusive classroom culture, leading 
to improved academic and social outcomes for all students (Department of Education, 2025) 

 
 
A key component of reinforcing positive behaviour is through providing praise to students when they are 
meeting your expectations.  
 
Praise has been acknowledged as the simplest classroom management strategy to implement (Gable, 
Hester, Rock, & Hughes, 2009). It has also been noted as a tool to reinforce student behaviour (Conroy, 
Sutherland, Snyder, Al-Hendawi, and Vo, 2009; Weeden, Wills, Kottwitz, and Kamps, 2016) and is an 
opportunity to recognise student engagement (Embry & Biglan, 2008). Its use has been correlated with 
positive academic and social outcomes (Simonsen, Fairbanks, Briesch, Myers, & Sugai, 2008) as well as 
teacher self-efficacy (Reinke, Herman, & Stormont, 2013). 
 
 
In a study by Caldarella, Larsen, Williams, Downs, Wills, and Wehby (2020) they found that as teachers' 
Praise to Reprimand Ratio (PRR) increases, students' on-task behaviour linearly increases and there is not a 
tipping point. In other words, there is a direct relationship between student engagement and the praise 
provided by the teacher.  If teachers can increase their PRR to even a 1:1 ratio, students’ on-task 
behaviours will improve.  This research clearly indicated that if  teachers can simply praise more and 
reprimand less, student behaviour is likely to improve.  
 

Praise can be contingent  (Specific to behaviours) and non-contingent (smiles, nods, greetings, high five 
etc).  

Contingent praise needs to be positive and specific. It's not enough to simply tell a student, “well done,” 
and offer no context. Such praise is meaningless to the student, who may not understand why they are 
being praised. Offering a few specific details along with the praise provides the feedback necessary to help 
reinforce desired behaviours. 
 
Non-contingent praise is provided regardless of performance and is also important to create a positive 
learning environment. 
 
For more information, refer to Appendix 3 ‘encouraging positive behaviour’. 
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Student Positive Behaviour Recognition slips 
 
Student Positive Behaviour Recognition slips are used to provide contingent praise to a student for 
meeting expectations. These should be given freely and frequently. Aim to give some out every single class 
and try to make sure all students receive a slip every term.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
House points 
 
House points can be given for students who go above and beyond. Equally try to give some house points 
every class/week and by the end of the term it is great to find a reason for every student to receive house 
points.  
 
Students will receive bronze, silver and gold awards each Semester based on the house points they have 
accumulated.  
 
Please refer to the house points guide   

https://drive.google.com/file/d/1_3r8LewYkgUVGaXRqMUHkWiZw5Izi_zk/view?usp=sharing
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Appendix 1 
W.A.R.R.M conversations  

 

This section suggests restorative dialogue and vocabulary to use when you are holding a  
student conference regarding behaviour.  

 
The aim of the restorative questioning to ask questions that hold people accountable in a guided 
discussion about a specific incident (good and bad). We want to gain a shared understanding of what 
happened, how people have been affected and how we can move forward. This can also be called a 
W.A.R.R.M conversation.  
 
Conduct a W.A.R.R.M conversation with the student after class is over. Make sure that you and the student 
are seated, and you are facing the student. Maintain eye contact (if culturally appropriate) while leaning 
forward slightly. Use non-verbal signals like nodding while listening. It is essential to remain calm during a 
restorative conversation.  
 
The structure of a W.A.R.R.M conversation is: 

● What happened? - Story telling (what, which, how, where, when, who) 

● Affect – feelings & emotion (who has been affected & in what ways) 

● Reflection – better choices (if you had your time over again what would be different?) 

● Repair – making things right (what needs to happen to fix things) 

● Moving on – plans & agreements (prevention & behaviour change)  

Sample restorative questions you might use in a W.A.R.R.M conversation - Teacher and student (one on 
one conversation) 

o What happened? Where were you? Who were you with? What happened next?  
o What were you thinking/feeling when you .........? And what did you do then?  
o Who has been affected by what you did/In what ways? 
o What have you thought about since? 
o What needs to happen to make things right? 
o What would be a good plan/agreement if this happens again? 
o Note - what, where, which, who, when and how…sometimes ‘why’ is not so effective. 

 
EXAMPLE Scripts  
 

W - What happened?  

● Hi __________ good to see you. I need your help with something. Can you tell my what happened 

last lesson in class.  

● Use questioning to determine what happened? 

o Tell me what happened?  

o Where were you? Who were you with? What happened next?  

o What were you thinking/feeling when you…?  

o What did you want when you said/did …? 

● If necessary guide the student using an affective statement. 

o When you talk while I am talking, I’m concerned that the other students can’t hear what 

I’m saying. 

o  I feel worried when you come late because it distracts the rest of the students, and they 

need to concentrate on the beginning of the lesson. They will lose out.  

o I’m concerned that someone will be hurt if students fight. 

● Listen - and paraphrase students’ facts and feelings.  

o You seem to be saying that you need to talk as you are worried that … 

o So the reason you come late is… and it’s not your fault. 

o You only fight because… 
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A - Affect .  

● Who was affected? 

o When you call out in class who does this affect?  

o In what ways does this impact others/the class/the teacher? 

R – Reflect 

● Where appropriate - confront the student’s argument. Try to show that the student’s behaviour 

is unreasonable. 

o So what you are saying is that because I didn’t see Eric talking I shouldn’t try to stop you 

interfering with the right of your friends to get on with their learning? 

o Because you were angry, that gave you the right to swear at Cleo and distress her? 

o Are you saying that you don’t care about your friends? 

o Is what you said/did right or wrong?   

o Is what you said/did helpful? 

o Is what you said/did cruel or kind?   

● Get the student’s agreement that there is a ‘problem’. 

o Is that OK at our school?  

o What does the values matrix say about that? 

o Would you agree they didn’t feel connected/protected/respected by your actions? 

o Would you agree there is a problem? 

● Have the student consider what they would do differently next time 

o If you had your time over again what would be different? 

 

R- Repair 

● Have the student provide a solution that meets both his/her and your needs. If necessary, 

suggest some. 

o What needs to happen to make things right? 

o So what can you do about it? 

o How can you be sure that you can arrive on time? 

o Next time, rather than fight, what might you do instead? 

 

M – Moving on  

● Make a plan  

● Evaluate all the solutions and find one acceptable to both you and the student. Set a timetable 

to evaluate its effectiveness. 

o What would be a good plan/agreement if this happens again? 

o OK, then we’ll try it until [insert an appropriate time period in here] and see how it goes. 
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Appendix 2 
Detention Guidelines 

 
 

This section details detention requirements that teachers and Year Level Coordinators must follow as 
outlined by the Department of Education and Training. 
 
Students may be given detention as a management strategy, provided the following conditions are 
observed: 
 
 

Classroom Teacher action: 
 

Teachers may require a student, at a reasonable time and place, to: 
 
● Finish schoolwork that has not been completed in the regular classroom; 
● Undertake additional work or duties; or 
● Undertake new work or duties, 

 
 

No more than half the time allocated for any break may be used for a detention (ten minutes at recess 
and twenty-five minutes at lunch). 
 
Where students are required to undertake detention after school: 

● Parents must be informed at least the day before the detention by the YLC 

● The time of detention should not exceed forty-five minutes 

● Where family circumstances are such that the completion of after-school work would create 

undue hardship, the school may choose to negotiate alternative disciplinary measures with the 

parent/s. 
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Appendix 3 
Reinforcing Expectations - Some Examples  

Direct and positive framed 
instructions  
 
Clear, short positively worded 
instructions help students 
understand what you expect 
them to do 

Instructions help students organise what they are required to do. Students are then able to 
begin the task as soon as possible helping to minimise off task behaviour. 
 
Phrase instructions positively and as a direction rather than a question i.e. tell students what you 
want.  E.g. “Look this way, thanks,” instead of “would you like to look here everyone?” 
 
Ensure you have a method to gain everyone’s attention before giving an instruction.  
 
Consider these additional strategies: 

● have students repeat the instructions back to you or their partner 
● write them on the board or cue cards 
● make the instruction achievable 
● ensure eye contact 
● do not accept excuses for not carrying out the instruction 
● use positive statements rather than negative e.g. “I want you to put the book away and 

sit on your chair.” INSTEAD OF “You are not meant to be reading that book and don't 
walk around the classroom” 

Descriptive Encouragement  
or Parallel praise 
To encourage students to 
become more aware of their 
competence by commenting 
on their behaviour. Descriptive 
encouragement  describes 
back to students the 
behaviour that you know will 
help them learn. This has a 
positive reinforcement effect. 
 
Similarly Parallel Praise 
involves acknowledging and 
reinforcing students’ on-task 
behaviour with the intention 
of prompting another to 
follow suit 

Catch them being good 
How to use: 

● Give an instruction, then follow up with a description of what you are seeing to 
encourage others to begin as well 

● Describe exactly what you see or hear that you want to see or hear more frequently, in 

other words, state the obvious. for example: “Steven has started work.” “Most students 

have moved to the right place.” “This group is on task writing down the list words.” 

“You’ve responded straight away by reading.” “You sat in your seat as soon as I gave the 

direction.”“Melissa, thank you for sitting down.” 

● Use in a respectful rather than flamboyant tone 

● Use in a genuine fashion, but don’t wait till you feel like giving it, it’s too late. 

Intentional use has the most impact and reinforces expectations 

● Use privately to individual students 

● Use collectively to the group 

● Use frequently 

● Give housepoints regularly (aim for every student to get points at least once a term) 

Body Language praise  
 
To intentionally use your body 
language to encourage 
students to remain on-task, 
provide praise and reinforce 
expectations. 
 
Between 70-90% of our 
communication is affected by 
body language messages 

● Walk near students who are on-task 
● Smile and make eye contact 
● Touch the work of students who are on-task 
● Make discrete nodding movements and finger signals 
● Establish personally understood signals with students i.e. a student is swinging on their 

chair, the teacher makes eye contact, puts 4 fingers perpendicular on the palm of their 
other hand indicating that 4 legs of the chair should be on the floor. 

● While working on the whiteboard or with individuals ensure you scan the class regularly 
● Read the body language being displayed by the students in your care e.g. a student 

comes into the room and puts their head on the desk in their arm 
Avoid : 

● standing too close to a student as this can be intimidating 
● holding eye contact, since it can become a ‘stare-out’ challenge 
● standing near to the student, indicating that you are waiting after you’ve given a 

correction, instead walk away and scan back 
● showing irritation through foot tapping, pursing lips or pointed frowning. If something is 

irritating, say so straight away and give redirection, unless, of course, you are choosing 
to selectively ignore and follow up later 
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Appendix 4 
Universal Supports: Positive Classroom Management Strategies (PCMS) 
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Appendix  4 
SWPBS Language examples 

Preventative Sample language 

In the classroom 
● “You have a lot of energy today! Let’s find a way to channel that into our activity.” 
●  Replace “stop talking” with “I love hearing your ideas—let’s share them at the right time.” 

●  “That reaction felt big- did something else happened before class?” 

●  “Thank you for your hard work," 

●  "I appreciate how you're helping ____” 

In the yard 
● “This behaviour seems out of character, anything you’d like me to know” 
● "I can see you're full of energy — let's use it for a great game together.” 
●  "Remember, we look out for each other out here — how can we show that now?" 

In any space 
●  “I love how you’re making choices that help everyone feel safe and welcome." 
●  “You are handling a difficult situation really well.” 

●  "It sounds like you're feeling frustrated. I'm here to help you." 

● "Take a breath — let's think about how we can solve this calmly together." 

  

Responding to Minor Behaviour  

 

 

 

 

● “Remember we have to follow teacher instructions to ensure a safe and productive learning 
environment for everyone” 

● "Remember, we allow each other to learn by staying focused and speaking at an appropriate volume." 
● "Let’s keep our conversations for break time. Right now, we need to focus on our work." 
● "Our expectation is to participate in class activities. Let’s get back on track." 
● "Being responsible means supporting each other to do our best. Let’s make sure we’re contributing to 

the group." 
● "I need to see everyone participating. Your team is counting on you!" 
● "Remember, we listen when people are talking. Let’s wait our turn to speak." 
● "I love your enthusiasm! Let’s raise our hand so everyone gets a chance to contribute. 
● "Respecting our classmates means allowing them to share their ideas, too. 

 
 
 
 
 
 
 



Updated: November 2025 - Pg 25 

 

 

 

 

 

 

 

● “When we follow the teacher instructions, it enables me to teach and others to learn. I need you to follow the 

instructions”. 

● "When we stay on task, we show respect by allowing each other to learn. How can we refocus on the 

assignment?" 

● "Speaking at an appropriate volume helps everyone stay engaged. Let’s check our noise level and get back to 

work." 

● "Participating fully in class activities is a sign of responsibility. Let’s make a plan to stay focused. 

● "Collaboration means supporting each other. How can you help your group move forward?" 

● "Listening and contributing are both important. What’s one way you can add to the discussion?" 

● "Being responsible means participating. What’s stopping you from getting involved? 

● "Listening when others speak shows respect. Let’s wait until they finish before responding." 

● "Taking turns to speak helps everyone feel valued. I’ll call on you when it’s your turn." 

● "Being respectful means allowing others to share their ideas. How can we make sure everyone has a chance to 

speak. 

 

  

● “You can follow the instructions now or we can talk about them together outside, what would you prefer?” 
● "You can choose to work quietly here, or move to a different seat to help you focus." 
● "Would you rather complete this independently now or work with a partner for accountability?" 
● "You can stay on task now, or we can revisit this later during your free time." 
● "You can share your ideas with your group now, or I can come back in a few minutes to check in." 
● "Would you like to contribute by writing or by speaking? Either way, your input is valuable." 
● "You can take on a leadership role in your group, or support your teammates by helping organize ideas." 
● "You can raise your hand to share now, or I’ll come to you after others have spoken." 
● "Would you like to write your thoughts down first before speaking, or wait for your turn?" 
● "You can listen and respond respectfully, or I’ll need to ask you to wait until the discussion ends." 
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● “I’ve noticed you have had difficulty following my instructions in class. What impact do you think that is having 
on your classmates and my teaching?” 

● "I’ve noticed it’s been hard for you to stay on task today. What’s getting in the way?" 
● "How do you think your talking affects others’ ability to learn? What can we do differently?" 
● "Let’s come up with a plan together to help you stay focused during work time." 
● "Can you tell me why you’re finding it hard to engage with your group? How can I support you?" 
● "Being responsible means participating. What’s something small you can do to contribute today?" 
● "Let’s talk about a way to make sure you feel comfortable contributing while still supporting your team." 
● "I can see you’re eager to share. How can we make sure everyone has a chance to speak?" 
● "Let’s think about how interrupting might make others feel. What could you do differently next time?" 
● "I appreciate your ideas! How can we practice waiting for the right moment to share them?" 

 

 


