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Purpose  

 

The Department of Education is committed to provisions that ensures all young Queenslanders have 
a right to and receive a quality education. 

At Normanton State School, we are committed to providing a safe, respectful and disciplined learning 
environment for all students, staff, parents and visitors. 

This plan outlines the responsibilities and processes we use in our school to promote a productive, 
effective whole school approach to discipline. 

Its purpose is to facilitate high standards of behaviour from all in the school community, ensuring 
learning and teaching in our school is prioritised, where all students are able to experience success 
and staff enjoy a safe workplace. 

Introduction 

 

Normanton State School works closely with the community to provide a high quality education to 
students from across the remote north west of Queensland. We believe that strong, positive 
relationships between all members of our school and community are the foundation to supporting the 
success of all students. 

The vision of our school is student centred. We deliver meaningful curriculum, foster respect and 
positive behaviour, collaborate with family and community, and encourage a culture of lifelong 
learning in a safe and supportive environment and aim to develop empowered, responsible citizens. 

Schoolwide Positive Behaviour drives our social skilling. We have intentionally inviting classrooms 
and through the teaching of behaviours and expectations, all students, staff and community members 
are aware of the Normanton Way. 

Our four school rules are: 
 
 
                                                
 
 
  
 
 
 
 
 

I am a Learner   I am Respectful          I am Responsible               I am Safe      

These rules and values have been used in the development of this Student Code of Conduct. This 
policy provides an overview of the school’s local policies on the use of mobile phones, social media, 
rewards and consequences and school expectations. 

Student behaviour data is discussed regularly at Schoolwide Positive Behaviour Meetings, at staff 
meetings and during Tracks Social Skilling lessons. Parents are regularly invited to join the 
Schoolwide Positive Behaviour Committee and to have input into the social skilling program. 

Parents receive letters discussing concerns about their child’s behaviour when necessary and 
phone calls and face-to-face meetings also provide opportunities for discussions about data relating 
to individual students. Parents are welcome to make appointments with the Admin. Team to come in 
and ask about the behaviour of their children.  
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Consultation  

  

All staff, parents and community members were invited to participate in the development of this 
Student Code of Conduct. Invitations were made through staff meetings, the school newsletter and 
the Normanton State School Facebook page. The plan was taken to a P&C Meeting and the Student 
Leader meeting and was available for parents to read and make comment on during the development 
process. Hard copies of the draft were made available for collection from the office for review. 

In Term 1 of each year all parents will receive a copy of this document through the school Mail-Out, 
or as students are enrolled. It is published on the Normanton State School webpage, and is available 
in hard copy for those who request it. 

Students have been exposed to the new document and reminded about the behaviour expectations, 
rewards and consequences that are in the plan. Student leaders worked through the document and 
had the opportunity to contribute to the development process. 

 

Learning and Behaviour Statement  

 

All areas of Normanton State School are learning and teaching environments. We consider 
behaviour management to be an opportunity for valuable social learning as well as a means of 
maximising the success of academic education programs. We acknowledge that for a behaviour 
management plan to be effective, there must be support from community, parents, school staff 
and students. We are also aware that there are many ‘outside’ influences that have an effect on 
student behaviour.  

Modelling appropriate behaviour and teaching behaviour expectations is a fundamental aspect of 
our Schoolwide Positive Behaviour System, including Tracks Social Skilling.  

Students, parents and guardians are clearly and regularly advised of the school’s expectations 
with regard to the rules and consequences which apply during school related activities (including 
extra-curricular activities) and while students are representing the school (e.g. wearing school 
uniform to and from school). Students who do not display appropriate behaviours, who choose 
not to follow school rules and do not represent the school in a positive way may not be invited to 
attend excursions or camps, or represent the school at academic, cultural or sporting events.   
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Student Wellbeing and Support Network 

 

Normanton State School offers a range of programs and services to support the wellbeing of 

students in our school. We encourage parents and students to speak with their class teacher or 

make an appointment to meet with the guidance officer if they would like individual advice about 

accessing particular services. 

Schools build the foundations for wellbeing and lifelong learning through curriculum, embedding 

personal and social capabilities (self-awareness, self-management, social awareness and 

social management) in the implementation of the P-12 curriculum, assessment and reporting 

framework. 

Within a school community there are specific health and wellbeing issues that will need to be 

addressed for the whole school, specific students, or in certain circumstances. Normanton State 

School has a referral system in place, staff trained in a number of specific areas and programs 

and support from Regional Office and other specialists within the Queensland Department of 

Education. These issues may include drug education and intervention, specialised health needs, 

medications, mental health, respectful relationships, suicide prevention, and suicide postvention. 
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NSS BEHAVIOUR SUPPORT 
 Instructional settings All settings Non-instructional 

settings 
Team 

intensive 
support 

-Flexible learning arrangement 
-Individual support 
-Individual reward system 
-Withdrawal from class 
-Parent-class visits  
-Admin supported cool down 

-Individual behaviour plan 
-Croc Card 
-External agency support (counselling, 
family support) 
-Risk management plan 
-FBA 
 

-Individual lunchtime 
activities 

Admin team GO 

targeted/ 
focussed 
support 

-Small group work 
-Small group withdrawal 
-Cool down away from class 
-Regular parent contacts 

-Individual visual timetable 
-Sensory support 
-Individual Behaviour Monitoring Card 
-Zones of regulation 
-Buddy student 
-Check in/Check out 
-Repeated PBS induction presentation  
-Personalised learning plan (SSC) 

-Structured lunchtime 
activities 
-Individual seating positions 

Admin team 
AND/OR 

SSC Executive 
Committee  

universal 
support 

NSS Universal expectations 
-Classroom setup and routines 
-Clear class expectations (ESCM 1-3) 
-Teaching required behaviour (within classes) 
-Appropriate feedback (learning & behaviour) 
-Cool down in class 
-Inclusive, differentiated education 
-Positive parent contacts  
-Whole class visual timetable 
-Specific seating arrangement 
-Teacher location 
-Mindfulness 
-Use of visuals 

-SAS 

NSS Universal expectations 
-Daily routine 
-School rules and expectations 
-Regular acknowledgement of positive 
behaviour (ESCM 4-6) 
-Consistent consequences (ESCM 7-10) 
-Teaching required behaviour (TRACKS) 
-Instruction giving (clear/concise, 
repeat/rephrase) 
-SWPBS rewards (inc. Happy Vouchers, 
student of the week) 

-Daily check-in 
 

-Active supervision  
-Optional lunchtime 
activities 
-Year level seating 
-Cool down in eating/play 
area 

SWPBS team 
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Student Learning and Wellbeing Framework 
At Normanton State School we value a safe, supportive and connected school community in which wellbeing is 
everyone’s responsibility. We recognise the importance of developing healthy, confident and resilient young people. 
By supporting the health and wellbeing of our diverse students, we are enabling them to respond positively and 
succeed in a changing world. At Normanton State School, student wellbeing is supported across 3 domains: 
 

1. CREATING SAFE, SUPPORTIVE AND 

INCLUSIVE ENVIRONMENTS… 

• We provide safe environments where 
diversity is valued, positive social 
interactions are promoted, and risk of 
injury or harm is minimised through our 
shared beliefs and responsibility and 
accountability.  

• We have an approach to wellbeing that 
supports the collective action of parents, 
support services and the wider community 
by meeting for regular consultation with the 
P&C, LCC, Student Support Committee 
and collaborative planning for teachers.  

• We demonstrate and communicate 
positive respectful relationships between 
staff, students, parents and members of 
the community through the implementation 
of our Student Code of Conduct, PBL 
framework, four school rules and high 
behaviour expectations. 

• We recognise and reward positive 
behaviours for learning using tangible 
rewards that include Happy Vouchers, All 
Stars and end of term rewards.  

• We explicitly teach and model social and 
emotional skills, values and expectations 
for behaviour through our weekly PBS 
lessons and visiting presenters to support 
student wellbeing. 

• We make sure the physical environment 
and school policies and practices are 
accessible and inclusive of students and 
families.  

• We plan for opportunities to promote and 
celebrate the traditions, values and 
cultures of the school community including 
NAIDOC week, ANZAC Day, National Day 
of Action against Bullying and Violence 
and Remembrance Day. 

• We provide learning opportunities and 
environments that promote healthy lifestyle 
choices particularly through our HPE 
curriculum, respectful relationships 
education and Food Technology.  

• We recognise the varying abilities of our 
students and plan curriculum that is 
responsive to the needs of individual 
students using trauma and poverty 
informed practice.  

• We plan and implement the cross 
curriculum priorities in the Australian 
Curriculum, promoting Aboriginal and 
Torres Strait Islander Histories and 
Cultures, Asia and Australia’s Engagement 
with Asia, and Sustainability.  

• We celebrate the academic, sporting and 
cultural achievements of our students at 
school assemblies and with the community 
through the newsletter, Facebook and 
school website. 

2. BUILDING THE CAPABILITY OF 

STAFF, STUDENTS AND THE 

SCHOOL COMMUNITY… 

• We provide health and wellbeing 
learning opportunities for students 
through curriculum focused on 
mental health, relationships and 
sexuality, alcohol and other drugs, 
food and nutrition, benefits of 
physical activity, and safety.  

• We identify opportunities to build the 
capabilities of teachers and school 
leaders to support a whole school 
approach to student wellbeing and its 
connection to learning including the 
support from the CLaW and the PBS 
team.  

• We communicate information and 
advice on the benefits of supporting 
young people to be healthy, confident 
and resilient through the curriculum, 
participation in days of recognition, 
newsletter, Facebook and school 
website.  

• We respond positively to the needs 
of different groups within the school 
community, including transition 
activities.  

• We strengthen connections with 
parents through regular parent-
events and parent communication, to 
support early intervention for 
students whose wellbeing is at risk  

• We increase the visibility of local 
support services to families whose 
children have higher levels of need, 
sharing services and providing 
referrals where required, including 
RFDS, CentaCare and Gidgee 
Health Services 

• We support staff health and 
wellbeing and recognise the resulting 
benefits for students.  

• We are committed to continual 
improvement using evidence-based 
strategies to improve student 
wellbeing, seeking ways to develop 
and share new ideas.  

• We collect and analyse a range of 
data, including data from the School 
Opinion Survey, to identify areas for 
capability building. 

• We encourage student participation 
and develop their wellbeing through 
their involvement in the Leadership 
Program. 

• We participate in school camps that 
develop the confidence, resilience 
and teamwork of students. 

• We seek out opportunities for our 
students to engage in the community, 
including through our work 
experience program. 

3. DEVELOPING STRONG 

SYSTEMS FOR EARLY 

INTERVENTION… 

• We plan and document school 
processes to support staff to 
respond appropriately to students 
at risk, including student 
protection training, suicide 
prevention and postvention plans. 

• We recognise the early signs that 
a student’s wellbeing is at risk and 
responding appropriately by 
noticing, inquiring, planning  
o sharing responsibility for 

supporting students at risk 
by: seeking support from 
Guidance Officers and the 
leadership team as first 
responders  

o encouraging students and 
families to access support 
services  

o using a wrap-around 
approach for students 
involving parents, school 
support services, health 
professionals and other 
agencies.  

• We use the Social and Emotional 
Learning Continuum to develop 
and monitor the effectiveness of 
social skills interventions. 

• We integrate DoE support 
services to assist in planning and 
implementing practices that 
improve outcomes for students, 
including support from our Speech 
and Language Pathologist, 
Physiotherapist, Occupational 
Therapist and Advisory Visiting 
Teachers.  

• We employ a school Chaplain 
through Scripture Union, to assist 
students’ social and emotional 
wellbeing and development. 

• We actively maintain partnerships 
with community medical services 
including Gidgee Health Service, 
RFDS, and the community health 
nurse. 

• We engage specialist 
organisations, including Autism 
Queensland, for student support.  

• We refer students and families to 
support organisations, including 
RFDS, CentaCare and Gidgee 
Health Services 

• Teachers develop support plans 
for students, including 
Personalised Learning, Individual 
Curriculum Plans, Health 
Management and Support 
Provisions. 

• We provide school staff and 
students with a role appropriate 
school induction process to 
support them to care for the 
wellbeing of students.  

At Normanton State School, we monitor our school culture and student wellbeing and engagement through: 

• Attendance rates 

• Student retention data 

• Days lost due to student disciplinary absences 

• School Opinion Survey responses 
• Student Support Committee Data 
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Whole School Approach to Discipline  

Differentiated, Explicit, Focussed and Intensive teaching and support 

The Normanton State School approach shapes, supports and recognises appropriate behaviours in all 
students.  

The first step in facilitating standards of positive behaviour is communicating those standards 
to all students. At Normanton State School, we emphasise the importance of directly teaching 
students the behaviours we want them to demonstrate at school. Communicating expectations is a 
form of universal behaviour support – a strategy directed towards all students designed to prevent 
problem behaviour and providing a framework for responding to unacceptable behaviour. 

 Our approach is based on a number of guiding principles: 

• clear expectations for student behaviour; 

• clear and consistent strategies for teaching appropriate behaviour; 

• clear and consistent strategies to encourage appropriate behaviour; 

• clear and consistent consequences that discourage inappropriate behaviour. 

A set of behavioural expectations in specific settings has been attached to each of our four school 
rules. The Whole School Expectations Matrix outlines our agreed rules and specific behavioural 
expectations across all school settings.  

Normanton State School implements the following proactive and preventative processes and strategies 
to support student behaviour: 

• implementation of Schoolwide Positive Behaviour System; 

• regular review of behaviour data to develop behaviour strategies and plans for specific 
students and classes; 

• school wide expectations: I am Safe, I am a Learner, I am Respectful and I am Responsible 
are promoted in every setting across the school; 

• whole school commitment to consistent classroom behaviour plans, rules and expectations, 
consequences, rewards and celebrations; 

• sharing and acknowledging successes;  

• weekly celebrations on whole school parades and cohort meetings; 

• Principal leads the explicit promotion of school culture; 

• staff model and promote the school culture utilising the power of language; 

• regular staff meeting opportunities to review current practise and to audit staff knowledge and 
understanding of behaviour strategies and procedures; 

• induction programs in the Normanton State School’s Schoolwide Positive Behaviour System 
delivered to new students at enrolment as well as all new and relief staff; 

• review of school expectations for ‘at risk’ identified students; 

• quality education, inclusive of all student needs and abilities; 
• classroom management and professional development; 

• Schoolwide Positive Behaviour System Social Skilling Program (Tracks); 

• information sent to parents in Mail Outs; 

• consultation with students, staff and parents to develop reward schedules and Tracks lesson 
topics (current issues);  

• regular updates and information in the school newsletter and on social media. 

Specific policies have been developed to address: 

• Preventing and Responding to Bullying  - including Cyberbully 

• The use of Mobile Phones and Other Devices at school  

• Appropriate Use of Social Media  
 

   
   

   
   

   
   



 

10 
Developed Term 4 2020 1.2 – addendum Vaping Term 1 2022 

 

 

 

 

 

 
Universal 

 80-90% 

Targeted 

10-15% 

Intensive 

2-5% 

Using a three-tiered approach to facilitating standards of positive behaviour and responding to 
unacceptable behaviour, it is possible to outline whole school provision of universal, targeted and 
intensive supports.  

• Universal (GREEN ZONE) 
 In a supportive and well-disciplined school approximately 80% to 90% of students require little, 

if any, additional support to follow the school rules and demonstrate appropriate social 
behaviours. Universal levels of support are provided to all students. 

• Targeted (YELLOW ZONE) 
 In a supportive and well-disciplined school approximately 10 to 15% of students may 

occasionally need additional targeted support, specific adjustments or program intervention. 
Targeted support is typically delivered in small groups to the identified population. 

• Intensive (RED ZONE) 
 In a supportive and well-disciplined school approximately 2 to 5% of students may need more 

intensive support and/or flexible learning options to assist them to continue their learning. 
These are typically individualised interventions for students with highly complex and 
challenging behaviours. 

  

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Universal Behaviour Support 
 
A student reward system is an intrinsic part of any behaviour management system and must 
endeavour to meet both the needs of students and teachers. 

Class teachers implement their own classroom rewards program where class behaviour is 
monitored and rewarded. Teachers use sticker charts, prize draws or other age appropriate 
options. 

Positive Behaviours and award recipients are recorded on OneSchool. 

Normanton State School’s strategies for whole-school behaviour support include:  

• a clear and documented Enrolment Agreement signed by parents/carers, students and 
the enrolling officer; 

• a set of positively stated expected behaviours through the Schoolwide Positive Behaviour 
Expectations Matrix; 

• induction PowerPoint for new staff and students to provide them with a basic 
understanding of behavioural expectations of Normanton State School; 

• weekly Schoolwide Positive Behaviour (Tracks) lessons to teach expected behaviours;  

• active engagement in learning by students supported by additional teacher aide time;  
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• a clear process of support from the Administration team (including Principal, Deputy 
Principal, Head of Special Education Services and Head of Department), Senior 
Teachers, Chaplain, Classroom Teachers and Guidance Officer in a supporting role;  

• Reward Schedule  

• providing staff with training in: 
o Essential Skills in Classroom Management  
o Proactive Supervision  
o Understanding the difference between Minor and Major Behaviours 
o CPI Safety Intervention 
o Poverty Cycle Framework 
o Zones of Regulation 
o Functional Behaviour Analysis 
o Universal Expectations Training 
o Other researched strategies i.e. Smiling Mind, Mindfulness, Tapping 

 

Targeted behaviour support 

At times, groups of students or individuals are identified as needing targeted behaviour 
support through the analysis of OneSchool behaviour data. Behaviour of these students may 
not be immediately regarded as severe; however the frequency of their behaviours may put 
students’ learning and social success at risk if not addressed in a timely manner.  

Targeted behaviour support occurs where children consistently breach Normanton State 
School’s Student Code of Conduct. Normanton State School implements the following 
processes and strategies to respond to students demonstrating higher than average rates of 
problem behaviour: 

• use of OneSchool behavioural data to accurately identify students requiring targeted 
support; 

• in‐school referral process for teachers seeking assistance to support students with 
targeted‐level needs; 

• team approach to supporting students on targeted support programs; 

• use of data‐based criteria for evaluation and exit from targeted support program; 

• making adjustments as required to address individual students’ needs (e.g. curriculum 
modifications, possible social skills programs, adult monitoring); 

• whole school commitment to consistent classroom behaviour plans, rules and 
expectations, consequences, rewards and celebrations; 

• using Essential Skills in Classroom Management (e.g. non-verbals, selective attending) 
to avoid confrontational situations; 

• using support staff to respond to student needs – curriculum support including HOSES 
(Head of Special Education Services), SEP (Special Education Program) and LS 
(Learning Support) staff, teacher aides, Chaplain – through modified programming; 

• whole school commitment to dealing with inappropriate behaviours;  

• referrals made for students requiring additional support e.g. Guidance Officer, DoE 
support staff and external agencies; 

• consultation with parents – may include individual behaviour plans, monitoring cards, 
teacher interviews, Discipline Improvement Plans; 

• structured lunchtime activities. 
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Intensive behaviour support 

Normanton State School’s intensive intervention and behaviour support processes and 
programs facilitate and promote standards of behaviour in students who have not responded 
to the universal and targeted behaviour processes and other strategies employed by the 
school.  
 
OneSchool behaviour data is analysed to identify at risk students. Support may include: 

• a whole school commitment to consistent classroom behaviour plans, rules and expectations, 
consequences, rewards and celebrations, individual curriculum/learning plans; 

• counselling and consultation with student and parents; 

• Student Monitoring Cards (Croc Cards) – students report to Administration team member daily; 

• Risk Assessment/Individual Student Behaviour Plans developed for students with high 
behavioural needs, enabling staff to make necessary adjustments to support these students 
consistently across all classroom and non‐classroom settings; 

• an in-school referral process for teachers seeking assistance to support students with intensive‐
level needs; 

• use of the Functional Behaviour Analysis (FBA) process to investigate patterns of behaviour; 

• flexible and/or alternative learning options; 

• use of regional behaviour support options; 

• consultation with external agencies. 
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Legislation  

 

  

• Anti-Discrimination Act 1991 (Qld) 

• Child Protection Act 1999 (Qld) 

• Commonwealth Disability Discrimination Act 1992 

• Commonwealth Disability Standards for Education 2005 

• Criminal Code Act 1899 (Qld) 

• Education (General Provisions) Act 2006 

• Education (General Provisions) Regulation 2017 

• Human Rights Act 2019 (Qld) 

• Information Privacy Act 2009 (Qld) 

• Judicial Review Act 1991 (Qld) 

• Right to Information Act 2009 (Qld) 

• Police Powers and Responsibilities Act 2000 (Qld) 

• Workplace Health and Safety Act 2011 (Qld) 

• Workplace Health and Safety Regulation 2011 (Cwth) 
 

 
  

 

 
  

http://www8.austlii.edu.au/cgi-bin/viewdb/au/legis/qld/consol_act/aa1991204/
https://www.legislation.qld.gov.au/view/html/inforce/current/act-1999-010
https://www.legislation.gov.au/Details/C2016C00763
https://docs.education.gov.au/node/16354
https://www.legislation.qld.gov.au/view/html/inforce/2018-03-16/act-1899-009
https://www.legislation.qld.gov.au/view/html/inforce/2018-05-01/act-2006-039
http://classic.austlii.edu.au/au/legis/qld/consol_reg/epr2017396/
https://www.legislation.qld.gov.au/view/html/asmade/act-2019-005
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2009-014
https://www.legislation.qld.gov.au/view/html/inforce/current/act-1991-100
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2009-013
http://www8.austlii.edu.au/cgi-bin/viewdb/au/legis/qld/consol_act/ppara2000365/
https://www.legislation.qld.gov.au/view/html/inforce/2018-07-01/act-2011-018
https://www.legislation.gov.au/Details/F2011L02664
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Disciplinary Consequences 

 

Progression of Consequences 
Normanton State School makes systematic efforts to prevent problem student behaviour by teaching 
and reinforcing expected behaviour on an ongoing basis. When unacceptable behaviour occurs, 
students experience predictable consequences. Our school seeks to ensure that responses to 
unacceptable behaviour are consistent and proportionate to the nature of the behaviour. All behaviour 
incidents (from minor to major) are recorded in OneSchool. 

The following levels of interventions are not necessarily a progression from one level to the next and 
may depend upon a range of factors, not least being the seriousness of an incident and the impact of 
the incident upon the safety, welfare and learning/work environment of others. 

There is no suggestion that any specific behaviour will automatically result in a particular disciplinary 
consequence. Decisions will be made against the principles of natural justice and each situation will 
be dealt with and given due consideration. 

 
1. Positive Supportive Strategies 

Use Essential Skills of Classroom Management 
 

2. Relocation within Classroom 
If student continues to be disruptive, direct them to continue work or complete a reflection task at a 
separate table or location within classroom. Student remains under supervision of class teacher 
and within their line of sight. 

 
3. Withdrawal from Classroom  
Buddy Timeout Sheet sent to Buddy Teacher to check availability of Buddy Teacher/Classroom. 
Withdrawal to timeout in Buddy Classroom takes place under the supervision of Buddy Teacher 
where student completes current class work. Withdrawal is for a maximum period of 15 - 20 
minutes. Parents may be notified. Incident reports must be completed.  
 
4. Request for Administration Support  
For ongoing unacceptable or disruptive behaviour, a teacher aide or student can be sent to the 
office to request Administration support. Incident Report needs to be completed by teacher or staff 
member at the end of the session or school day, or as soon as is practical.  
 
5. Withdrawal to Office  
Administration follow-up may involve a ‘cooling off’ period in the Office area. 
 
6. Parent Notification 
Parent/s notified of situation. Consequences for individual students negotiated between parent/s 
and administration, or teachers. Warning letter, home visit or phone call, home for cooling off 
under parent supervision. 
 
7. Student Behaviour Conference 
Student behaviour conference negotiated between student, teacher, administration and 
parent/carer (if possible).  
Student’s Behaviour Record discussed and particular behaviours of concern are identified. Follow 
up may include the completion of Student Monitoring Card (Croc Card).  
 
8. Suspension 
A principal of a state school at which a student is enrolled may suspend the student from the 
school if they are reasonably satisfied a ground exists for the suspension. 
Any decision by the principal to suspend a student from school, regardless of the length of time, is 
a very serious disciplinary action. 
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Grounds for suspension 
As per the Education (General Provisions) Act 2006, each of the following is a ground for 
suspension: 

• disobedience 

• misbehaviour 

• conduct that adversely affects, or is likely to adversely affect, other students; 

• conduct that adversely affects, or is likely to adversely affect, the good order and 
management of the school; 

• the student’s attendance at the school poses an unacceptable risk to the safety or wellbeing 
of other students or of staff; 

• the student is charged with a serious offence (as defined in the Working with Children (Risk 
Management and Screening) Act 2000)  

• the student is charged with an offence, other than a serious offence, and the principal is 
reasonably satisfied it would not be in the best interests of other students or staff for the 
student to attend the school while the charge is pending  

Key information: 

• Conduct that adversely affects, or is likely to adversely affect, other students, or the good 
order and management of the school may be a ground/s for suspension even if the conduct 
does not happen on school premises or during school hours. 

Suspensions (1–10 days) 

• Principal considers whether the student’s behaviour constitutes grounds for suspension as 
per section.282 of the Education (General Provisions) Act 2006. 

• If the principal decides the behaviour meets one or more of the grounds for suspension under 
section.282 of the Education (General Provisions) Act 2006, they ensure documentation is 
completed to explain how they believe the student’s behaviour meets the ground/s (e.g. 
explain how the behaviour constitutes misbehaviour). 

• Principal arranges for the student and parent to have the opportunity to view the relevant 
evidence under consideration about the behaviour (e.g. reports, statements, other 
documents, video/audio recordings noting that a copy of the recordings should not be 
provided to the student or parent but they should be invited to view/hear the recordings at the 
school or elsewhere before the suspension decision is made). 

• Principal ensures the student and the parent are offered the opportunity to discuss the 
allegations with a school staff member and respond if they choose prior to the principal 
making a disciplinary decision. 

• Principal makes the disciplinary decision to progress or cease the suspension process, 
including the start and end date of the suspension if relevant. 

• Principal or authorised officer tells the student and parent of the decision to suspend, the 
reasons for the suspension and the date on which it will commence, ensuring the suspension 
is completed in the current school year and does not extend over the summer holiday period 
into the new year. 

• Principal takes reasonable steps to ensure that parents have made appropriate supervision 
arrangements prior to the student leaving the school grounds, or alternatively isolate and 
supervise the student until such arrangements are made. 

• Principal ensures a school staff member is appointed as the contact for the student and 
parent while suspension is in effect and ensures student and parent are advised of the 
contact information for this person. 

• Principal ensures a record for 1–10 day suspension is created and a decision notice is 
prepared in OneSchool, and gives it to the student parent as soon as practicable. 

• Principal ensures signed copies of decision notice (approved forms) and supporting materials 
relating to the school disciplinary absence decision are uploaded in OneSchool. 

• Principal takes reasonable steps to arrange for the student to access an educational program 
to allow the student to continue with their education during the suspension. 
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Suspensions (11–20 days) 

• Principal considers whether the student’s behaviour constitutes grounds for suspension as 
per section.282 of the Education (General Provisions) Act 2006. 
document 

• If the principal decides the behaviour meets one or more of the grounds for suspension under 
section.282 of the Education (General Provisions) Act 2006, they ensure documentation is 
completed to explain how they believe the student’s behaviour meets the ground/s (e.g. 
explain how the behaviour constitutes misbehaviour). 

• Principal arranges for the student and parent to have the opportunity to view the relevant 
evidence under consideration about the behaviour (e.g. reports, statements, other 
documents, video/audio recordings noting that a copy of the recordings should not be 
provided to the student or parent but they should be invited to view/hear the recordings at the 
school or elsewhere before the suspension decision is made). 

• Principal ensures the student and the parent are offered the opportunity to discuss the 
allegations with a school staff member and respond if they choose prior to the principal 
making a disciplinary decision. 

• Principal makes the disciplinary decision to progress or cease the suspension process, 
including the start and end date of the suspension if relevant. 

• Principal or authorised officer tells the student and parent of the decision to suspend, the 
reasons for the suspension and the date on which it will commence, ensuring the suspension 
is completed in the current school year and does not extend over the summer holiday period 
into the new year. 

• Principal takes reasonable steps to ensure that parents have made appropriate supervision 
arrangements prior to the student leaving the school grounds, or alternatively isolate and 
supervise the student until such arrangements are made. 

• Principal ensures a school staff member is appointed as the contact for the student and 
parent while suspension is in effect and ensures student and parent are advised of the 
contact information for this person. 

• Principal ensures a record for 11–20 day suspension is created and a decision notice is 
prepared in OneSchool, including details about how to make a submission against the 
suspension to the Director-General or delegate, and gives it to the student and parent as 
soon as practicable. 

• Principal ensures signed copies of decision notice (approved forms) and supporting materials 
relating to the school disciplinary absence decision are uploaded in OneSchool. 

• Principal takes reasonable steps to arrange for the student to access an educational program 
to allow the student to continue with their education during the suspension. 

Re-entry from Suspension 

Students who are suspended from Normanton State School should attend a re-entry meeting on 

the day of their scheduled return to school, accompanied by their parent/s or carer.  The aim of 

the meeting is for the school staff to set student up for future success and strengthen home-

school communication.  Students may be issued with a Croc Card (monitoring card) that focusses 

on goals set during re-entry. 

 

Exclusion 

Principals can make a referral to the Director-General to exclude a student from certain or all 
Queensland state schools, however the Director-General is the only individual with the authority 
to exclude students from certain (state schools in a particular area or region) or all state schools 
in Queensland. 

 
Grounds for exclusion 
As per the Education (General Provisions) Act 2006, each of the following is a ground for 
exclusion: 

• persistent disobedience; 

• misbehaviour; 

• conduct that adversely affects, or is likely to adversely affect, 
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• other students; 

• conduct that adversely affects, or is likely to adversely affect, the 

• good order and management of the school; 

• the student’s attendance at the school poses an unacceptable 

• risk to the safety or wellbeing of other students or of staff; 

• if suspension of the student is inadequate to deal with the disobedience, misbehaviour, 
conduct or risk. 

It is also ground for exclusion if the student has been convicted of an offence and the principal is 
reasonably satisfied it would not be in the best interests of other students or of staff for the 
student to be enrolled at the school. 

 
Process 
• Principal considers whether the student’s behaviour constitutes grounds for exclusion as per 

section.292 of the Education General Provisions) Act 2006. 

• Principal considers use of the Behaviour risk assessment tool — safety or wellbeing prior to 
identifying an appropriate disciplinary response or intervention and retains a copy of the 
completed risk assessment in OneSchool. 

• Principal ensures documentation of how the behaviour meets one or more of the grounds 
under section.292 of the Education (General Provision) Act 2006 (e.g. explaining how the 
behaviour adversely affects the good order and management of the school, evidence of 
conviction of a serious offence. 

• Principal arranges for the student and parent to have the opportunity to view the relevant 
evidence under consideration about the behaviour (e.g. reports, statements, other 
documents, video/audio recordings noting that a copy of the recordings should not be 
provided to the student or parent but they should be invited to view/hear the recordings at 
the school or elsewhere before the proposed exclusion decision is made). 

• Principal ensures the student and parent are offered the opportunity to discuss the 
allegations and respond if they choose prior to the principal making a disciplinary decision. 

• Principal makes the disciplinary decision to progress or cease the proposed exclusion 
process: If not satisfied there is a ground for exclusion, may consider a less serious 
disciplinary consequence such as suspension or an alternative consequence. 

If satisfied there is a ground for exclusion, continues the exclusion process: 

• Principal or authorised officer tells the student and parent of the decision to propose 
exclusion, the reasons for the proposed exclusion, the date on which the suspension will 
commence and that a final decision about the exclusion will be made within 20 school days. 

• Principal takes reasonable steps to ensure that parents have made appropriate supervision 
arrangements prior to the student leaving the school grounds, or alternatively isolate and 
supervise the student until such arrangements are made. 

• Principal ensures a record for proposed exclusion is created and a decision notice is 
prepared in OneSchool and ensures it is given to the student and parent as soon as 
practicable. 

• Principal ensures a regional case manager is allocated through OneSchool. 

• Principal ensures signed copies of decision notice (approved forms) and supporting 
materials relating to the school disciplinary absence decision are uploaded in OneSchool. 

• Principal takes reasonable steps to arrange for the student to access an educational 
program to allow the student to continue with their education during the suspension. 

• Principal, within 20 school days of notifying the student and parent of the proposed 
exclusion, and after considering all of the available information, decides whether to exclude 
or not exclude. 

• Principal ensures the exclusion decision is updated in OneSchool and, if the decision is to 
not exclude, makes arrangements for the return of the student to school and any 
necessary support provisions. If the decision is to exclude, determines whether to exclude 
for a period of not more than one school year or to exclude permanently. 

• Principal or authorised officer tells the student and parent of the exclusion decision, the 
reasons for the exclusion and if or when the student can reapply to enrol at the school. 
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• Principal ensures a decision notice is prepared in OneSchool and gives it to the student and 
parent as soon as practicable. If the decision is to exclude, the notice includes details about 
how to make a submission to the Director-General or delegate and, for permanent 
exclusions, a periodic review submission to the Director-General.  

• Principal ensures signed copies of decision notice (approved forms) and supporting 
materials relating to the school disciplinary absence decision are uploaded in OneSchool 
at the school 

Failure to make the exclusion decision within the legislated 20 school days will result in the final 
decision being that the student is not excluded and can return to school. 

Key Information:  
1. Teachers are required to keep behaviour records for students who demonstrate ongoing 

inappropriate behaviour. Teachers should contact parents/carers and arrange interviews at 
school or home if disruptive/unacceptable class behaviour continues. 

2. Ongoing misbehaviour in the classroom or playground will require an incident report from the staff 
member. Staff must refer to the Infractions/Low/Minor/Major Behaviour Chart to assist with 
accurate reporting.  

3. Students need to be informed of the possible consequences for their actions. 
4. Students involved in an act of violence or swearing directly at a school staff member will be 

placed on an immediate Administration Referral. An Incident Report must be completed as soon 
as possible. 

5. Administration will determine the extent of the consequences for student misbehaviour by taking 
into account any mitigating circumstances, student age, student behaviour record, number/length 
of previous suspensions etc. 

6. Information about students will be kept confidential. Names and consequences will not be used 

when discussing an incident with the parents or family of another student.  
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Consideration of Individual Circumstances 

To ensure alignment with the Code of School Behaviour when applying consequences, the 
individual circumstances and actions of students and the needs and rights of school 
community members are considered at all times. 

Normanton State School considers the individual circumstances of students and their parents 
and caregivers when applying support and consequences by: 

• promoting an environment which is responsive to the diverse needs of its students and 
parents/caregivers 

• establishing procedures for applying fair, equitable and non-violent consequences for 
infringement of the code ranging from the least intrusive sanctions to the most stringent 

• recognising the rights of all students to: 
▪ express opinions in an appropriate manner and at the appropriate time 
▪ work and learn in a safe environment regardless of their age, gender, disability, 

cultural background or socio-economic situation, and 
▪ receive adjustments appropriate to their learning and/or impairment needs 

• recognising and taking into account students’ age, gender, disability, cultural 
background, socioeconomic situation, previous behaviour record/ history, severity of the 
incident, amount of reliable evidence, degree of provocation, intent of the action and 
emotional state. 
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School Policies 

Temporary Removal of Student Property 

The removal of any property in a student’s possession may be necessary to promote the caring, 
safe and supportive learning environment of the school, to maintain and foster mutual respect 
between all school staff, students and visitors. 

This procedure is based on the legislative framework outlined in Division 2, Education (General 
Provisions) Regulation 2017 (Qld).  

Responsibilities  
Principal: 
Ensures school staff are aware of the responsibilities outlined in this procedure that must be 
followed when temporarily removing student property, including that: 

• consent is not required to search school property such as lockers, desks or laptops that are 
supplied to the student through the school. 

• consent is required from the student or parent to open, examine or otherwise deal with the 
temporarily removed student property. For example, without the consent of the student or parent, 
principals or state school staff who temporarily remove a mobile phone from a student are not 
authorised to unlock the phone or to read, copy or delete messages stored on the phone. 

• where there is suspicion that the student has a dangerous item (for example, a knife) in their 
school bag, principals or state school staff should seize the bag immediately and remove from 
the student’s access prior to seeking search consent or calling the police. Under no 
circumstances should the student be permitted to go into the bag themselves.  

• under normal circumstances, principals and state school staff members are not permitted to 
search student property (e.g. a student’s school bag) unless they have the consent of the 
student or their parent. 

• under emergency circumstances only, such as a need to access an EpiPen for an anaphylactic 
emergency, principals or school staff may need to search a student’s property without the 
student’s consent or the consent of the student’s parents. 

• principals or school staff do not have the authority to search the person of a student, if a search 
is considered necessary the police should be called to make such a determination. 

Ensures parents and students are: 

• informed of the procedure which enables school staff to temporarily remove student property and 
the expectations in relation to property students may bring to school 

• aware of the right to refuse permission for state school staff to search student property, and that 
police may be called if consent is not provided 

• provided with clear communication to inform what student property can be temporarily removed 
and the expectations in relation to property students may bring to school. 

Ensures information about this procedure is clearly detailed in the Student Code of Conduct, 
including: 

• that school staff may in certain circumstances remove student property without the consent of 
parents or students 

• the limits on school staff accessing information from temporarily removed student property, such 
as mobile phones 

• examples of property that may be temporarily removed, such as bags, mobile phones, jewellery 
or prohibited items such as knives 

• examples of the amount of time certain property may be temporarily removed (e.g. end of day or 
school week) 

• that student property may be seized by the police. 
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School staff  
Follow appropriate processes outlined in the Student Code of Conduct regarding: 

• temporary removal of student property 

• access to information on temporarily removed student property (e.g. messages or photos on 
student mobile phone) 

• return of temporarily removed student property 

• circumstances where temporarily removed student property need not be made available for 
collection 

• deciding a reasonable time to make temporarily removed student property available for 
collection. 

Students  
Must not bring property onto school grounds or other settings used by the school (e.g. camp, or 
sporting venues) that: 

• is illegal (e.g. drugs such as cannabis, ecstasy, or amphetamines) 

• puts the safety or wellbeing of others at risk (e.g. knife, firearm, shanghai, handcuffs, replica 
firearms, or other items that could be used as weapons, cigarettes, cigarette lighters, matches, 
electronic cigarettes, whether they contain nicotine or not (pod vapes, vape pens, box mods and 
vaporizers), aerosol cans, spray paint, fuel and glue that could be used as a volatile substance) 

• does not preserve a caring, safe, supportive or productive learning environment (e.g. water 
bombs, soft drink, salty plums, chewing gum, lollies and bubble gum) 

• does not maintain and foster mutual respect (e.g. printed materials with offensive language or 
extremist propaganda). 

Must collect their property as soon as possible when advised by the principal or state school staff it 
is available for collection. 

Parents  
Ensure their children do not bring property onto school grounds or other settings used by the school 
that: 

• is illegal (e.g. drugs such as cannabis, ecstasy, amphetamines) 

• puts the safety or wellbeing of others at risk (e.g. knife, firearm, shanghai, handcuffs, replica 
firearms, or other items that could be used as weapons, cigarettes, cigarette lighters, matches, 
e-cigarettes, pod vapes, vape pens, box mods and vaporizers, aerosol cans, spray paint, fuel 
and glue that could be used as a volatile substance) 

• does not preserve a caring, safe, supportive or productive learning environment (e.g. water 
bombs, soft drink, salty plums, chewing gum, lollies and bubble gum) 

• does not maintain and foster mutual respect (e.g. printed materials with offensive language). 

It is the responsibility of the parents or carers to collect temporarily removed student property as 
soon as possible after they have been notified by the principal or state school staff that the property 
is available for collection. 

Process  
School Staff  
Only persons who are authorised under the Education (General Provisions) Regulation 2017 (Qld) 
to remove from a student at the school any property in the student’s possession if the principal or 
staff member is satisfied the removal is necessary. 

Temporary removal of student property  
Property may be temporarily removed from a student if the principal or school staff are reasonably 
satisfied the removal is necessary to: 

• ensure compliance with the Student Code of Conduct 

• preserve the caring, safe, supportive and productive learning environment of the school 

• maintain and foster mutual respect among staff and students at the school 

• encourage all students to take responsibility for their own behaviour and the consequences of 
their actions 
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• provide for the effective administration of matters about the students of the school. 

 
Return of temporarily removed student property  
Principal or school staff determine when the temporarily removed student property can be returned, 
unless the property has been handed to the Queensland Police Service. 
Ensure temporarily removed student property held by the school is made available for collection by 
the student or parent within a reasonable time period. 

If the student is a child, the principal or staff member may choose to make the temporarily removed 
property available for collection to the parent only if it is more appropriate to do so, given: 

• its condition, nature or value, and/or 

• to ensure the safety of students or staff, and/or 

• for the good order and management, administration and control of the school. 

Where the student is independent or mature age, it may be appropriate to return the temporarily 
removed property directly to them. Ensure temporarily removed student property made available for 
collection is in the same condition as when the property was removed. 

Retention of temporarily removed student property  
Principal and school staff may retain temporarily removed student property if: 

• the property is illegal to possess, threatens the safety or wellbeing of students or staff or is 
reasonably suspected to have been used to commit a crime and state school staff are in the 
process of notifying police 

• police state that they will come to the school to investigate matters relating to the temporarily 
removed student property, then it is kept until police attend 

• if police decide not to seize the property, return the temporarily removed student property to the 
student or parent as soon as practicable. 

• student or parent has not collected the temporarily removed student property despite reasonable 
efforts (multiple phone calls, emails or meetings) by the principal or state school staff to advise 
the student or parent it is available for collection 

• where staff reasonably suspect that the student is not the lawful owner of the property. 
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Use of Mobile Phones and other Devices at School 

This policy reflects the importance the school places on students displaying courtesy, consideration 
and respect for others whenever they are using personal technology devices. 
These devices include mobile phones, tablets, slate or laptop computers, as well as wearable 
technology or sensing devices. 

Etiquette 
Students are asked not to bring mobile phones, tablets and other devices to school. 
If phones or other personal technology devices are brought to school, they must be handed 
in to the office before the school day commences and will be returned after 2.30pm. 

If students bring devices to school and they are used, cause disruption or result in disruption or 
illegal activity the device may be removed as per the Temporary Removal of Student Property 
policy. 

It is unacceptable for students at Normanton State School to: 

• Use a mobile phone or other devices in an unlawful manner 

• Download, distribute or publish offensive messages or pictures 

• Use obscene, inflammatory, racist, discriminatory or derogatory language 

• Use language and /or threats of violence that may amount to bullying and/or harassment, or 
even stalking 

• Insult, harass or attack others or use obscene or abusive language 

• Deliberately waste printing and internet resources 

• Damage computers, devices or network equipment 

• Commit plagiarism or violate copyright laws 

• Ignore teacher directions for the use of social media, online email and internet chat 

• Send chain letters or spam email 

• Knowingly download viruses or any other programs capable of breaching the department’s 
network security 

• Use in-phone cameras anywhere a normal camera would be considered inappropriate, such as 
change rooms and toilets 

• Invade someone’s privacy by recording personal conversations or daily activities and/or the 
further distribution of such material 

• Use a mobile phone or device to cheat during exams or assessments 

Be aware that: 

• Schools may remotely access departmentally-owned student computers or mobile devices 
for management purposes 

• Students who use a school’s ICT facilities and devices in a manner that is not appropriate 
may be subject to disciplinary action by the school, which could include restricting network or 
device access 

• Despite internal departmental controls to manage content on the internet, illegal, dangerous 
or offensive information may be accessed or accidentally displayed 

• Teachers will always exercise their duty of care, but avoiding or reducing access to harmful 
information also requires responsible use by the student. 

Special Circumstances Arrangement 
Students who require the use of a personal technology device in circumstances that would 
contravene this policy (for example to assist with a medical condition or other disability or for a 
special project) should negotiate a special circumstances arrangement with the Principal. 
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Preventing and Responding to Bullying – including Cyberbullying 

Normanton State School strives to create positive, predictable environments for all students at all 
times. A disciplined teaching environment is essential to: 

• Achieving overall school improvement, including the effectiveness and efficiency of our student 
support procedures 

• Raising achievement and attendance 

• Promoting equality and diversity  

• Ensuring the safety and well-being of all members of the school community 
 

Bullying can happen anywhere: at school, home, work, in online spaces, via text messaging or via 
email. 

Bullying can have serious short-term and long-term emotional and social consequences both for 
students who are bullied and those who bully others. 

Bullying is when one person (or a group of people) with more power than someone else repeatedly 
tries to upset or hurt them. This power can come from being more popular, stronger or part of the 
group. They might repeatedly try to hurt them physically, socially isolate them, or say and do hurtful 
or humiliating things to them. 

Bullying is not the same as conflict or disliking someone even though these things can 
sometimes lead to bullying. If someone behaves in a hurtful or aggressive way on one 
occasion, it isn’t bullying, even though it is not respectful or acceptable. A fight or 
disagreement between two people of equal power or status is not bullying. It’s not the same as 
harassment, but when harassment happens repeatedly to the same person or group, and is 
intended to harm, it can be bullying. It is also not the same as discrimination. 
 
There is no place for bullying at Normanton State School. Those who are bullied and those who 
bully are at risk of behavioural, emotional and academic problems. These outcomes are in direct 
contradiction to our school community’s goals and efforts for supporting all students. 
 
Bullying behaviours that will not be tolerated at Normanton State School include:  

• Physically hurting someone 

• Keeping someone out of a group (online or in person) 

• Saying hurtful or humiliating things, or spreading rumours or lies 

• Sending nasty messages or inappropriate images online 

• Tagging inappropriate or unflattering images online 

Rationale 
Many bullying behaviours are peer-maintained through the actions of bystanders. That is, peers react 
to bullying in ways that may increase the likelihood of it occurring again in the future. Reactions 
include joining in, laughing, or simply standing and watching, rather than intervening to help the 
person being bullied. Whilst our school would never encourage students to place themselves at risk, 
our anti-bullying procedures involve teaching the entire school a set of safe and effective responses to 
all problem behaviour, including bullying, in such a way that those who bully are not socially 
reinforced for demonstrating it. 

The anti-bullying procedures at Normanton State School are an integral part of our Schoolwide 
Positive Behaviour System processes. This means that all students are being explicitly taught the 
expected school behaviours.  
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Prevention 

• Anti-bullying strategies are taught as a part of our Tracks social skilling program 

• Our universal behaviour support processes will always remain the primary  strategy for 
preventing problem behaviour, including preventing the subset of bullying behaviour  

• All students know the 4 school rules and have been taught the expected behaviours attached to 
each rule in all areas of the school 

• All students are taught the specific routines and expectations in the non-classroom areas 

• All students receive high levels of positive reinforcement for demonstrating expected behaviours 
in the non-classroom areas of the school 

• A high level of quality active supervision occurs in the non-classroom areas. Duty staff members 
are easily identifiable and are constantly moving, scanning and positively interacting. Staff are 
trained in managing inappropriate behaviours and follow the behaviour management process 

Reporting  
Students and staff are made aware of the importance of reporting suspected bullying. Not only is the 
victim encouraged to report, but also any bystanders or those who may be aware of anything taking 
place. Staff will following the Incident Reporting process in the school and Admin will follow-up as 
soon as possible.  
Students who bully others are counselled and parents are made aware of their child’s behaviour.  A 
letter explaining that ‘zero tolerance’ will be accepted and that consequences will be given if this 
continues or occurs again. 
 
Support for all students 
All students are exposed to a range of strategies and available support if bullying occurs.  If they are 
responsible for bullying or anti-social behaviour. Normanton State School has a Guidance Officer and 
Chaplain who will work with individuals, small groups and families, as well as a referral system to 
bring support from external agencies (mental health clinicians, family support and counsellors) into 
our school. 

Cyberbullying 
Normanton State School treats Cyberbulling with the same level of seriousness as in-person bullying.  

Parents and students who have concerns about cyberbullying incidents occurring during school 
holidays or out of school hours should immediately seek assistance through the Office of the e-Safety 
Commissioner or the Queensland Police Service. 

Students at Normanton State School may face in-school disciplinary action, such as removing 
privileges or more serious consequences such as suspension or exclusion from school for engaging 
in behaviour that adversely affects, or is likely to adversely affect, the students or the good order and 
management of the school. This includes behaviour such as cyberbullying which occurs outside of 
school hours or setting. It also applies to inappropriate online behaviour of enrolled students that is 
directed towards other community members or students from other school sites. 

Any questions or concerns about the school process for managing or responding to cyberbullying or 
bullying should be directed to the school principal. 

 
 

 
 



 

28 
Developed Term 4 2020 1.2 – addendum Vaping Term 1 2022 

Bullying response flowchart for staff 

 

 
  

Key contacts for students and parents to report bullying: 
Prep to Year 10 – Class teacher 

Head of Special Education Services, Head of Department, Deputy Principal, 

Principal – Please phone or make an appointment. Phone 4769 7222 

First hour 

Listen 

• Provide a safe, quiet space to talk 

• Reassure the student that you will listen to them 

• Let them share their experience and feelings without interruption 

• If you hold immediate concerns for the student's safety, let the student know how you will 

address these. Immediate in this circumstance is where the staff member believes the 

student is likely to experience harm (from others or self) within the next 24 hours 

• Ask the student for examples they have of the alleged bullying (e.g. hand written notes or 

screenshots) 

• Write a record of your communication with the student 

• Check back with the student to ensure you have the facts correct 

• Enter the record in OneSchool  

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

Day one 

Document 

• Gather additional information from other students, staff or family 

• Review any previous reports or records for students involved 

• Make sure you can answer who, what, where, when and how 

• Clarify information with student and check on their wellbeing 

Day two 

Collect 

• Evaluate the information to determine if bullying has occurred or if another disciplinary 

matter is at issue  

• Make a time to meet with the student to discuss next steps 

• Ask the student what they believe will help address the situation 

• Provide the student and parent with information about student support network 

• Agree to a plan of action and timeline for the student, parent and yourself 

Day three 

Discuss 

• Document the plan of action in OneSchool 

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

• Monitor the student and check in regularly on their wellbeing 

• Seek assistance from student support network if needed 

Day four 

Implement 

• Meet with the student to review situation 

• Discuss what has changed, improved or worsened  

• Explore other options for strengthening student wellbeing or safety 

• Report back to parent 

• Record outcomes in OneSchool  

Day five 

Review 

• Continue to check in with student on regular basis until concerns have been mitigated 

• Record notes of follow-up meetings in OneSchool 

• Refer matter to specialist staff within 48 hours if problems escalate 

• Look for opportunities to improve school wellbeing for all students 

Ongoing 

Follow up 
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Appropriate Use of Social Media 

 

Normanton State School embraces the amazing opportunities that technology and the internet provide 

to students for learning, being creative and socialising online. Use of online communication and social 

media sites and applications (apps) can provide positive social development experiences through an 

opportunity to develop friendships and shape identities. 

When used safely, social media sites and apps such as Facebook, Twitter, Snapchat and Instagram 

can provide positive opportunities for social learning and development. However, inappropriate or 

misguided use can lead to negative outcomes for the user and others. 

Normanton State School is committed to promoting the responsible and positive use of social media 

sites and apps. 

As is reinforced in the school policy for preventing and responding to incidents of bullying (including 

cyberbullying), it is unacceptable for students to bully, harass or victimise another person whether 

within Normanton State School’s grounds or while online. Inappropriate online behaviours can have a 

negative impact on student learning and the good order and management of Normanton State School, 

whether those behaviours occur during or outside school hours. 

This policy reflects the importance of students at Normanton State School engaging in appropriate 

online behaviour. 

Appropriate use of social media 

Students of Normanton State School are expected to engage in the appropriate use of social media at 

all times. Specific examples of appropriate use of social media sites and apps include: 

• Ensuring that personal information, such as full name, address, phone number, school name 

and location or anyone else’s personal information, is not shared. 

• Thinking about what they want to say or post, and how it could be interpreted by others, before 

putting it online. Remember, once content is posted online you lose control over it. Students 

should not post content online that they would be uncomfortable saying or showing to their 

parents or shouting in a crowded room. 

• Remember that it can be difficult to work out whether messages typed on social media sites 

and apps are meant to be funny or sarcastic. Tone of voice and context is often lost which can 

lead to unintended consequences. If students think a message may be misinterpreted, they 

should be cautious and make the decision not to post it. 

• Never provoking, or engaging with, another user who is displaying inappropriate or abusive 

behaviour. Students should report cyberbullying concerns to a teacher and allow the teacher 

to record and deal with the online concern. 

If inappropriate online behaviour impacts on the good order and management of Normanton 

State School, the school may impose disciplinary consequences for that behaviour regardless 

of whether the behaviour occurs during or outside of school hours. 

Disciplinary consequences could include suspension and/or exclusion. In serious cases of 

inappropriate online behaviour, the school may also make a report to the Queensland Police Service 

for further investigation. 

Normanton State School will not become involved in concerns of cyberbullying or inappropriate online 

behaviour where the incident in question does not impact upon the good order and management of 

the school. For example, where cyberbullying occurs between a student of this school and a student 
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of another school outside school hours. Such an incident will be a matter for parents and/or police to 

resolve. 

Laws and consequences of inappropriate online behaviour and cyberbullying 

Inappropriate online behaviour may in certain circumstances constitute a criminal offence. Both the 

Criminal Code Act 1995 and the Criminal Code Act 1899 (Qld) contain relevant provisions applicable 

to cyberbullying. 

The Commonwealth Criminal Code outlines a number of criminal offences concerning 

telecommunications services.  The most relevant offence for cyberbullying is “using a carriage service 

to menace, harass or cause offence to another person”. 

The Queensland Criminal Code contains several applicable sections for cyberbullying. Potential 

relevant criminal offences are: 

• Unlawful stalking 

• Computer hacking and misuse 

• Possession of child exploitation material 

• Involving a child in making child exploitation material 

• Making child exploitation material 

• Distribution of child exploitation material 

• Criminal Defamation 

There are significant penalties for these offences. 

Normanton State School strives to create positive environments for all students at all times of the day, 

including while online. To help in achieving this goal, Normanton State School expects its students to 

engage in positive online behaviours. 
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Cyberbullying response flowchart for school staff 
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Restrictive Practices  

 

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

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

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

1. Regard to the human rights of those students 
2. Safeguards students, staff and others from harm 
3. Ensures transparency and accountability  
4. Places importance on communication and consultation with parents and carers 
5. Maximises the opportunity for positive outcomes, and 
6. Aims to reduce or eliminate the use of restrictive practices. 

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

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

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

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

All staff receive training in the principles and techniques of the CPI Safety Intervention model. 
This training gives staff the confidence necessary to handle crisis situations with minimal anxiety 
and maximum security; allowing staff to intervene safely when behaviour becomes dangerous. 
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Critical Incidents  

 

It is important that all school staff have a consistent understanding of how to respond in 
emergencies that seriously endanger students or others. This consistency ensures that 
appropriate actions are taken to ensure that both students and staff are kept safe.  

A critical incident is defined as an occurrence that is sudden, urgent, and usually unexpected, or 
an occasion requiring immediate action (e.g. in the community, on the road).  

All staff receive training in the principles and techniques of the CPI Safety Intervention 
Foundation model. This training gives staff the confidence necessary to handle crisis situations 
with minimal anxiety and maximum security; allowing staff to intervene safely when behaviour 
becomes dangerous. 

The CPI Safety Intervention model explains the use of verbal and non-verbal intervention 
strategies effective for different types of defensive behaviours and identifies key approaches to 
defuse situations and to de-escalate and risk manage when needed. 

Basic defusing strategies involve avoid escalating the problem behaviour, maintaining 
calmness, respect and detachment, approaching the student in a non-threatening manner, 
following through and debriefing. 

Documentation and follow-up support for all involved is also an important part of the 
management of critical incidents. 
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Resources 

Essential Skills for Classroom Management (ESCM) 

 

What are the ESCM? 

There are 10 ESCM that teachers should use to help in the management of their classrooms. They 
are a tool to be used to help teachers develop a supportive and positive classroom with minimal 
interruptions and give them the skills to deal with inappropriate behaviours in the least intrusive ways 
possible.  

The 10 essential skills are: 

1. Establishing expectations 

• Clearly articulate and demonstrate the boundaries of prosocial behaviour. 
2. Giving instructions 

• Give a clear direction about what students are to do.  
3. Waiting and scanning 

• Wait and look at your students for 5-10 seconds after you give an instruction. 
4. Cueing with parallel acknowledgement 

• Acknowledge students’ on-task behaviour with the intention of encouraging others to 
copy.  

5. Body language encouraging 

• Intentionally use your proximity, body gestures and facial expressions to encourage 
students to remain on-task.  

6. Descriptive encouraging 

• Encourage students to become more aware of their competence by describing exactly 
what you see or hear from them that you hope to see more frequently.  

7. Selective attending 

• Deliberately give minimal attention to safe, off-task or inappropriate behaviour.  
8. Redirecting to learning (verbal and non-verbal) 

• Respectfully prompt the student who is off-task or disrupting others, initially with a 
redirection to the learning. This can be verbal or non-verbal. 

9. Giving a choice 

• Respectfully confront the student who is disrupting others with the available choices 
and their natural consequences.  

10. Following through 

• Resolute, planned action in the face of extended off-task behaviour, on on-going 
disruptive behaviour that is seriously disturbing the learning environment. 
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Criteria for Awards/School Representations and Privileges 

 EVENT / AWARD 
PERCENTAGE OF 

ATTENDANCE 
OTHER CRITERIA 

Year 10 Dinner 85% Year to date – up to the 

payment cut-off 

10 school week suspension rule 

0 major incidents 10 school weeks 

prior to graduation 

School Camps 

(or any overnight trip) 

 

85% Year to date – up to the 

payment cut-off 

10 school week suspension rule 

0 major incidents and 10 or less 

minor incidents 10 school weeks 

prior to camp 

Excursions/ Rewards or trips 

(e.g. Dam excursion) – day trips 

or less 

85% Term to date – up to the 

payment and paperwork cut-off 

5 or less major incidents 

10 or less minor incidents for the 

term to date 

10 school week suspension rule 

School representation on 

teams for carnivals e.g. 

Karumba Festival of Sport 

85% for the 5 weeks prior to the 

carnival – up to the payment and 

paperwork cut-off 

5 school week suspension rule 

3 or less major incidents 

5 or less minor incidents for 5 

weeks prior to carnival 

Attendance at training sessions 

will be taken into account. 

Age Champions at individual 

events 

85% for the 5 weeks prior to the 

carnival – up to the Friday before 

the carnival 

Must have been enrolled for at 

least 5 weeks before carnival date 

5 school week suspension rule 

(Students are recognised for 

placing and receive a 1st, 2nd or 3rd 

ribbon at the end of their race, 

they are invited to stand on the 

podium during presentations, 

however the Age Champion is not 

recognised unless the 1st place 

‘getter’ meets criteria.  It does not 

go to the 2nd or 3rd place student) 

Age Champion for Awards 

Night Presentation 

 Student has accumulated points 

from participation in all three 

carnivals 

Records recorded and held for 

individual events/races at 

school carnivals 

 Student has participated in the 

carnival or event. 

Representing Normanton State 

School on District/Regional 

teams for sport e.g. Longreach 

85% 5 weeks prior – up to the 

payment cut-off 

5 school week suspension rule 

3 or less major incidents 

5 or less minor incidents for 5 

weeks prior to carnival 

Attendance at training sessions 

will be taken into account. 

Failing this criteria, a parent must 

attend and supervise their child at 

own expense and be responsible 

for supervision at event and 

overnight.  Student is still to sit 

with team and be recognised as 

part of the team. 
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Attendance Incentives 
e.g. Rock Wall 

85% Attendance – up to the 

Monday before the incentive 
 

All Star Awards  

 

85% Attendance – whole of 
previous term (All Star is awarded 
based on previous term data) 

Exhibits ‘very good’ behaviour for 
whole term. 
7 happy vouchers in all of the four 
school rules, or nominated by 
class teacher 
0 major incident reports 
Less than 3 minor incident reports 
per term 
Awarded each term – second 
parade back 

All Star – to remain an All Star  85% Attendance – whole of 
previous term (All Star is awarded 
based on previous term data) 

0 major incident reports  
3 or less minor incident reports 
per term 

Zero Hero  85% Attendance – whole of 
previous term (Zero Hero is 
awarded based on previous term 
data) 

No behaviour incidents (minor or 
major) all term 
– awarded first parade back at 
start of term 

PBS Term Awards 
 

85% Attendance - Term to date – 
up to the Friday before the 
awards are presented 

Student exhibits ‘satisfactory 
behaviour’ for the term.  
0 major incidents 
3 or less minor incidents 
Must be enrolled for minimum 5 
weeks 

Citizen of the Year (Awards 
Night) – Primary & Secondary 

85% Attendance – up to the 
Monday before the Awards Night 

All Star for 4 terms (or relative to 
enrolment) 
Highest number of Happy 
Vouchers in P-6 or 7-10 cohort 
0 incidents 

SWPBS Rule Toppers 85% Attendance – Year to date - 
up to the Monday before the 
Awards Night 

Exhibits ‘very good’ behaviour for 
whole year (or relative to 
enrolment) 
Highest number of Happy 
Vouchers in a school rule 
3 or less minor incidents 
0 major incidents 

SWPBS End of Year Class 
Awards 

85% Attendance – Year to date - 
up to the Monday before the 
Awards Night 

Exhibits ‘very good’ behaviour for 
whole year (or relative to 
enrolment) 
0 major incidents  
3 or less minor incidents 

Awards Night - Encouragement 
 
 

This award is for students who 
have worked consistently 
throughout the year. 
*The student does not necessarily 
have to show excellence, but 
should show some development 
(growing and achieving) 

 

Awards Night - Effort 
 
 

This award is for a student who 
has worked diligently all year, has 
participated in all subject areas 
and has been co-operative and 
supportive of their peers. 
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Primary – Achievement 
(1 student for each year level) 

This student has achieved true 
academic excellence within their 
year level. 

 

Secondary – Achievement 
Yr 7 - 10 

Minimum standards must be 
reached 
Student must have completed all 
assessments 
Student must have achieved at 
least a Sound achievement level. 

 

    Sports criteria updated Term 2 2022 – Sports Committee, P&C 
 
Notes:  

• School Sporting Pathways are – Athletics, Touch Football, Rugby League, Cross Country – non-
penalty absences, assistance with funding for Regional and higher level teams. 

• Participating in sporting activities that are not a Gulf School Sport Pathway and not representing NSS are 
considered an absence. 

• 85% of a 5 week term is 21.5 days. 

• Absences covered by a medical certificate or other authorised documentation may be taken into 
consideration when determining 85% attendance. 
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Conclusion 

 

Normanton State School staff are committed to ensuring every student is supported to feel safe, 
welcome and valued in our school.  There may, however, be occasions where parents need to 
raise a concern or make a complaint about an issue you feel is adversely affecting their child's 
education. 
 
All Queensland state schools are committed to ensuring that all complaints - whether they relate 
to a school staff member or a school's operations - are dealt with in a fair and equitable manner. 
As a parent or carer, you can express dissatisfaction with the service or action of the Department 
of Education or its staff, including decisions made or actions taken in a school and/or by the local 
regional office.  
 
As a complainant, it is your responsibility to: 

• give us a clear idea of the issue or concern and your desired solution 

• provide all the relevant information when making the complaint 

• understand that addressing a complaint can take time 

• cooperate respectfully and understand that unreasonable, abusive, or disrespectful 

            conduct will not be tolerated 

• let us know if something changes, including if help is no longer needed. 

 
The Department of Education may not proceed with your complaint if your conduct is 
unreasonable. 
 
In most instances, staff members are told of complaints made about them and offered the right 
of reply. A complainant also has the right to have a support person throughout the process.  
 
The following three-step approach assists parents and school staff in reaching an outcome that 
is in the best interests of the student: 
 
1. Early resolution: discuss your complaint with the school 
The best place to raise any concerns is at the point where the problem or issue arose. You can 
make an appointment at the school to discuss your complaint with your child’s teacher or the 
principal. You are also welcome to lodge your complaint in writing or over the phone. You can 
also make a complaint through QGov. 
 
Complaints may be lodged by telephone, writing or in electronic format. Email addresses can be 
accessed through the schools directory.  
 
2. Internal review: contact the local Regional Office  
If, after taking the early resolution step, you are dissatisfied with the outcome of your complaint 
or how the complaint was handled, you can ask the local regional office to conduct a review. You 
need to submit a Request for internal review form within 28 days of receiving the complaint 
outcome. 
3. External review: contact a review authority 
if you are dissatisfied after the internal review, you may wish to contact a review authority, such 
as the Queensland Ombudsman, and request an independent, external review. More information 
about external review options is available at www.ombudsman.qld.gov.au.  
 
Some matters need to be handled in a different way to school matters and will be referred to 
other areas in the department. These include:  
• issues about harm, or risk of harm, to a student attending a state school, which must be 
managed in accordance with the Student protection procedure. 

https://www.complaints.services.qld.gov.au/
https://schoolsdirectory.eq.edu.au/
https://education.qld.gov.au/contact-us/state-schools-regional-contacts
https://education.qld.gov.au/contact-us/state-schools-regional-contacts
http://ppr.det.qld.gov.au/corp/governance/Procedure%20Attachments/Customer%20complaints%20management/Request%20for%20internal%20review%20form.docx
http://www.ombudsman.qld.gov.au/
http://ppr.det.qld.gov.au/education/community/Procedure%20Attachments/Student%20Protection/student-protection.pdf
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• complaints about corrupt conduct, public interest disclosures; or certain decisions made 
under legislation, which will be dealt with as outlined in the Excluded complaints factsheet.  

 

 

http://ppr.det.qld.gov.au/pif/policies/Documents/Excluded-complaints-factsheet.pdf

