Bendigo Special Developmental School

Student Engagement

Bendigo Special Developmental School,
26-32 Lockwood Road
Kangaroo Flat, 3555
Phone 5447 3267 Fax 54477286
Email :bendigo.sds@edumail.vic.gov.au
Principal: Julie Hommelhoff

1

TABLE OF CONTENTS
Page
Mission Statement

3

Purpose Statement

3

Rights and Responsibilities
Students
Staff
Parents/Carers

6
7
8

Policy Statements
Student Welfare
Staff Welfare
Family Welfare
Health and Safety
First Aid
Medical Action Plan Policy
Medications
Student Hygiene and Personal Assistance Policy
Behaviour Support Plans
Behaviour Support Plans Model
Bullying Prevention Policy
Inclusion
Restraint and Seclusion policy
Suspension
Student Enrolment
Student attendance
Student attendance flow chart

10
13
14
15
20
22
22
24
28
31
33
35
36
42
48
49
50

2

Bendigo Special Developmental School
Student Engagement Policy
Mission Statement
This policy is a summary of information provided in the Effective Schools are Engaging Schools Student Engagement Policy Guidelines and the Department of Education and Training’s Student
Engagement Policy.
This Policy will be communicated to students, staff and parents/guardians via the school
newsletter, parent manual and our web site.

Purpose Statement
As directed by: Effective Schools are Engaging Schools - Student Engagement Policy Guidelines the
Bendigo Special Developmental School Student Engagement Policy articulates the school
community’s shared expectations in the areas of student engagement, attendance and behaviour.
This policy supports the rights and articulates the expectations of every member of the school
community to engage in and promote a safe and inclusive educational environment.
Bendigo Special Developmental School is committed to providing a safe, secure and stimulating
learning environment. Students can reach their full educational potential only when they are
happy, healthy and safe, and when there is a positive school culture to engage and support them
in their learning. Student wellbeing and student learning outcomes are inextricably linked and
Bendigo Special Developmental School aims to promote an understanding of the links in both the
school environment and in the classroom. It is fundamental to acknowledge that each teacher is a
vital source of support and a determinant in the success of their students.

Shared
Bendigo Special Developmental School has developed shared expectations to ensure that the
learning, safety and rights of all are respected. The expectations are intended to be positive in
that they set out what are accepted and appropriate behaviours for our school community. Our
shared expectations are intended to support individual students and families from a diversity of
backgrounds, communities and experiences. Bendigo Special Developmental School expectations
are reflected in our Student Values; Responsibility, Caring, Respect, Understanding, Sharing, Doing
your best, Honesty, Being thoughtful and school policies/guidelines such as; Behaviour Support,
Anti- Bullying, Suspension, Expulsion, Attendance, Intake, Program Support Groups, and
Transition Policies. (SW-PBS)
Our school value of Respect is based on the Australian Government’s nine values, for Australian
schools.

References:
Effective Schools are Engaging Schools - Student Engagement Policy Guidelines:
http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/segpolicy.pdf
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Student Engagement
Staff at Bendigo Special Developmental School understand that, student engagement is
challenging to define as it is a complex construct influenced by multiple factors.
Fredericks, Blumenfeld and Paris (2004) identify three dimensions of engagement:


behavioural engagement: students’ participation in education, including the
academic, social and extracurricular activities of the school



emotional engagement: students’ emotional reactions in the classroom and in the
school (a sense of belonging or connectedness to the school)



cognitive engagement: students’ investment in their learning (motivation and selfregulation).

Factors that influence engagement
Some of the factors that influence student engagement at school are:


Teacher factors: teacher interaction style (enjoyment and shared focus, support,
responsiveness, directiveness, verbal praise), behavioural and academic expectations held



School factors: includes physical setting factors (physical layout and arrangement of
classroom, sensory factors/noise levels, lighting etc), and consistent and structured
approaches to the provision of student support and disciplinary measures



Student factors: a student’s physical, emotional, cognitive and behavioural state,
including health issues and disability, peer relationships



Family and community factors: a student's residential circumstances, family support
for/involvement in education, and relationships with their family



Curriculum and resources factors: availability and type of learning resources including
technology, dimensions of the learning tasks (level of difficulty, interest, meaningfulness
to learner), task design, learning goals and objectives, and assessment approaches.
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Supporting the ‘whole’ student
The five dimensions of health and wellbeing represented below offer schools another, holistic
way for schools to consider student engagement.



Engagement in learning – includes active participation and engagement in learning,
having functional skills to participate meaningfully in all aspects of one’s life; being
competent as a learner and problem-solver; and having a sense of meaning.



Social and emotional wellbeing – includes positive mental health / absence of mental
health problems; self-awareness; emotional intelligence; self-regulation; resilience;
interpreting the world positively; pro-social values and behaviour.



Supportive relationships – includes having positive family bonds and friendship, ability to
rely on a trusted adult, experiencing a sense of belonging, and engagement / involvement
in age appropriate learning and activity.



Physical health – includes physical health / absence of health problems; oral health;
nutrition and weight; physical fitness; and self-management including sleeping.



Safety and material wellbeing – includes sense of safety at home and school, being safe
from injury and harm, having access to daily essentials and adequate and stable housing.

Adapted from The Australian Research Alliance for Children and Youth (ARACY) “Common
Approach to Assessment, Referral and Support” wheel 2013 and Moore, T., McDonald, M.,
Tollit, M., & Bennett, K., “Children and young people’s health and wellbeing in educational
settings: A review of the evidence” Murdoch Children’s Research Institute, 2013.
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Rights and Responsibilities (Inclusive Practices): Students

Introductory Statement
The Bendigo Special Developmental School community of students, staff and parents are
committed to providing a safe, secure and consistent learning environment in line with our three
key behaviour expectations: Act Safely, Show Respect, Be Your Best. The school aim is to develop
all students to the best of their ability. Emotional, social and physical wellbeing is fundamental to
effective learning. The school believes this is best achieved through the development of cooperative attitudes and a respect for the rights, feelings and property of others.

Rights





To learn and play in a happy, safe, secure, stimulating and positive environment.
To express ideas and opinions in a positive way. To be listened to with respect
To work in an environment where private property and school resources are respected
To be encouraged and affirmed as a valued member of the school community.

Responsibilities







To follow Bendigo SDS behaviour expectations (Positive Behaviour Support)
To exhibit pride in your school
To be co-operative and considerate
To act in a safe and responsible manner
To respect the rights of others
To share and care for equipment

Implementation





These rights and responsibilities are for ALL students at Bendigo Special Developmental
School
They need to be understood and acknowledged at every level of the school
The staff provide positive role models
Verbal praise, privileges and our whole school acknowledgements systems are positive
methods of reinforcing positive behaviours
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Rights and Responsibilities (Inclusive Practices): Staff

Introductory statement
All staff have the right to work in a safe and supportive environment, which will support and
enhance staff wellbeing in line with our three key behaviour expectations: Act Safely, Show
Respect, Be Your Best and school values being Respect, Honesty, Encouragement and
Professionalism.

Rights




To feel valued and respected by the school community as an individual and a professional
To work in a happy, safe, secure and satisfying environment
To have the opportunity for professional development

Responsibilities










To follow the ethos of our three PBS principles: Act Safely, Show Respect and Be Your Best
To provide a quality education program reflecting current educational trends
To inform parents of student programs and progress
To provide a safe and supportive environment
To treat all members of the school community equitably, justly and with dignity
To participate fully in the life of the school as a flexible, co-operative team member
To participate in regular PD opportunities
To provide regular communication to parents, e.g. diaries, newsletter
Staff Code of Conduct

Implementation





Consultative committee as a forum to discuss staff wellbeing
Social activities
Access to School/ Department Welfare Personnel
Review school structures to ensure proper feedback and debate in regard to rights and
responsibilities
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Rights and Responsibilities (Inclusive Practices): Parents/Carers

Introductory statement
Bendigo Special Developmental School recognises and values the collaborative and supportive
role parents/carers play in the achievement of optimum educational outcomes for students in line
with our three key behaviour expectations: Act Safely, Show Respect, Be Your Best.

Rights










To expect that their child receives an appropriate education where specific needs are
addressed
To receive ongoing, honest, reliable information and feedback regarding their child’s
progress. (Reporting)
To be part of decision making processes regarding IEPs/reviews/etc. for their child
To be able to speak with school personnel, and have their opinions valued
To be valued and respected in their role as parents, and as members of the school
community, by staff and students
To be informed of the school policies, procedures and rules
To have access to school personnel at a mutually arranged time
To be able to assist with the formulation of school policies and rules through various
committees
To expect that the school promotes respect of students, staff and environment.

Responsibilities











To embrace the school’s PBS culture by supporting the three behaviour expectations of:
Act Safely, Show Respect, Be Your Best
To ensure regular, punctual attendance and notification of absences of their child
To ensure their child is suitably attired and equipped so that the student can give his/her
best to the school day. eg. Health, hygiene, nutrition and rest
To respect the opinions of all members of our school community ie teachers’ professional
opinions
To support and respect school policies, individual programs and rules
To participate in the school community eg whole school events, parent/teacher
interviews
To maintain regular two-way communication. eg. Home diaries
To produce any information relevant to child’s welfare and IEP planning
To talk positively about the school and the school community in general
To be respectful to staff and school on social media sites

Implementation



Distribution of welfare document to staff and parents/ carers
Methods of effective communication:
 Parents/carers group
 Diaries
 Professional development
 School Council
 Information nights
 (PSG’s) Parent/teacher meetings
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Newsletter
Information Booklet – upon enrolment parents are to be issued with a parent
information booklet outlining all rights and responsibilities of respective
school community members
Referral to support services if difficulty in meeting rights and responsibilities
is being experienced by parents/carers.
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Policy Statement: Student Welfare
Rationale:
Student Welfare is integral to all aspects of school life. Bendigo Special Developmental School
aims to ensure that a safe and supportive environment and culture are created and maintained so
that the experience of teaching and learning is enhanced for all students in line with our three key
behaviour expectations: Act Safely, Show Respect, Be Your Best

Aims:




To maximise each students’ physical, social and emotional wellbeing by providing a
safe and caring school environment
To promote the achievement of individual student’s potential educationally, socially
and emotionally through optimum participation
To support and assist parents and carers with their role in providing for the wellbeing
of the young people in their care

Guidelines:







The formation of a Student Representative Council (SRC) 2015
The continual actions of a Consultative Committee consisting of:
o Assistant Principal or nominee
o Occupational Health & Safety Representative
o Union Representative
o Staff Representatives (1 teaching & 1 ESS), to be elected annually
To maximise staff knowledge, understanding and appreciation for students’ individual
learning needs and styles and our Positive Behaviour Support learning culture
To access appropriate support/resources outside of school, including financial
assistance
No student will be excluded from school activities because of family financial
difficulties
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Teaching and Learning ProtocolsDevelopment 2015/ Implementation 2016
As a student at Bendigo Developmental School I have an expectation that you, my teacher, will:
Develop a positive relationship with me:
 Talk to me in a respectful and calm manner
 Plan activities and tasks to accommodate my learning style
 Know what toys or activities motivate me
 Set clear boundaries so that I know how to work and play with other children in a friendly
way
 Do not speak about me to others in front of me
 Tell me what I need to do, not what not to do
Provide me with an educational program that:
 Ensures my communication system is always accessible to me and that I use it regularly
through the day and you extend my ability
 Allows time for me to process your verbal and visual instructions
 Meets my individual needs (cognitive, sensory and communicative) and increases my skills
 Ensures my learning activities are at my developmental level
 Builds my independence to allow me to manage myself as an individual and in relation to
others
Provide me with a classroom that is structured and organised:
 With clear expectations for me to follow
 That have a defined start and finish to activities
 So that my activities and materials are presented in a way that I am able to organise and
manage them
 With clearly defined working areas
 With limited distraction including visual, auditory and movement
 Without messy clutter around the room
School Values

Behaviour Values

Respect, Honesty,
Encouragement,
Professionalism

Act safely. Show
respect. Be your best

Behaviour Purpose
Statement
Bendigo SDS is
committed to
developing
independence in our
students through
instilling respect and
honesty. In a safe,
positive and
supportive
environment we
encourage our
students to be their
best!

AIP Goals




Improve
student
learning
outcomes for
all students
Engage all
students in
their learning
and develop in
each student a
sense of
wellbeing and
connectedness
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to school
Improve
transitions and
pathways that
maximise
learning
outcomes for
all students at
all stages of
schooling
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Policy Statement: Staff Welfare
Rationale:
The welfare, physical and mental health of Bendigo Special Developmental School staff will
directly affect every function of the school and its ability to fulfil its educational objectives in line
with our three key behaviour expectations: Act Safely, Show Respect, Be Your Best.

Aims:







To create a positive and harmonious setting where staff welfare is seen as central to the
school’s operation
To provide structures whereby all staff members are valued and supported and have their
work acknowledged
To ensure that all staff members are involved in all areas of policy and feel part of the
decision making process
To ensure communication channels are established where all staff members feel
informed and involved
To provide a safe work environment, with access to resources necessary to fulfil ones role
To ensure that the skills and experiences of all staff members are utilised appropriately

Guidelines:








Continuation of an elected Consultative committee (annually)
Organisational structure to include clear decision-making procedures with access to these
procedures (being) made available to all staff members
Appropriate staff deployment with documented role descriptions
Professionally based support systems to be established including:
o Staff meetings
o Unit Meetings
o Teaching and Learning
o ESS meetings
o Consultative Team
o Operations Teams
o Student & Staff Welfare Committees (Student Voice & Wellbeing/ Staff &
Community Wellbeing)
o Roles & Responsibilities Teams
Staff to be informed of their rights and responsibilities in the area of employment
conditions, and have access to all relevant information
Staff induction program to be implemented annually

Basis of discretion:
All matters that are dealt with by the Consultative Committee will be on a confidential basis
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Policy Statement: Family/Parent/Carer Welfare
Rationale:
For children to feel calm and secure in their school environment and thus achieve their optimal
potential, parents/carers need the support necessary to create a warm, secure and calm home
environment in line with our three key behaviour expectations: Act Safely, Show Respect, Be Your
Best.

Aims:






To facilitate communication between parents/carers and staff
To support parents/carers who are experiencing difficulties in parenting their child who
has an intellectual disability or impairment
To help link parents/carers to appropriate support services when they are experiencing
difficulties
To compile and make available appropriate information about services and facilities in the
community which staff and parents/carers can use
To form links between the school and appropriate services in the community as required

Guidelines:








Principal or Assistant Principal, co-ordinators and class teachers will liaise to ensure
parents/carers are given consistent and appropriate support
Updates of relevant information to be included in school newsletters whenever
appropriate
Information on specific topics to be made available through class teachers and coordinators to meet parents’ particular needs
The Principal, or Assistant Principal, must obtain approval from parents/carers or
guardians before student reports are conveyed to services in the community
Continuation of a Parent/Carers group to provide an opportunity for parents to meet as
well as support new parents to the school
A Sibling Group as needed to provide a forum for siblings of Bendigo Special
Developmental School students to meet
To encourage parent/carer involvement in school activities.

List of agencies:
Behaviour Support (BSS) – Department of
Health & Human Services
Phone: 54 345555
Bendigo Community Health Services Phone: 54
300500
Interchange respite care
Phone: (03) 5441 1599
Noah’s Ark: 54 344500
Homestyle Respite Phone:54 413537

DHS- Disability Intake
Phone: 54 345555
St Luke’s
Phone: 54 40113
Autism Support & Awareness Program (ASAP)
Phone: 02 9904 8700
Bendigo Professional Counselling Group Phone:
0417148406
Local Churches
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Policy Statement: Occupational Health & Safety
Purpose
Bendigo Special Developmental School recognises it has a responsibility to provide a working
environment which is safe and without risk to an individual’s health and welfare. This
responsibility extends to all employees, contractors and visitors to the school site including work
experience students, parents/carers, and volunteers.
School management is committed to providing a safe working environment through the
implementation of risk management/prevention and reduction strategies which are integrated
into the school’s day to day operations. A consultative approach between staff and management
on Occupational Health and Safety issues will be assured.

Guidelines


To comply with the OH&S related legislation and DEECD directives or guidelines relating
to health and safety



To minimise the occurrence of injury and illness in the school through systemic risk
identification, assessment and control



To investigate accidents with a view to preventing recurrence



To maintain appropriate OH&S documentation



To implement staff health and well-being strategies



To provide a return to work program for employees in the event of injury or illness

Implementation
As employers the Principal and the School Council has the direct responsibility for ensuring that
the policy objectives are fulfilled and that the necessary resources are provided to achieve
effective implementation.
Employer’s direct duty under the OH&S Act also includes:


Providing and maintaining safe plant and systems of work



Making arrangements for safe use, storage and handling of plant and substances



Maintaining the workplace in a safe and healthy condition



Providing adequate facilities for staff welfare



Providing adequate information, instruction, training and supervision to staff so as to
enable them to perform their work in a safe and healthy manner

The Principal may nominate a staff member to act as the employer’s OH&S coordinator in an
operational capacity. However, the overall responsibility cannot be delegated.
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Sub-school co-ordinators are to be responsible for the health and safety performance of their
team, reporting information/concern to the OH&S coordinator.

This responsibility extends to:
Maintaining the workplace in a safe condition and reporting hazards identified.
Actively promoting and implementing agreed OH&S procedures
Identifying OH&S training needs of both individual staff and the team as a whole.
All staff have a responsibility to:


Take reasonable care of the health and the safety of others affected by their actions or
omissions.



Report hazards, accidents or incidents (near misses) in accordance with agreed school
procedures



Follow established safe working procedures

Bendigo Special Developmental School is committed to ensuring that this policy is implemented
and will be monitored and reviewed regularly.

Implementation


The OH&S representative will be elected annually



Relevant OH&S responsibilities will be included in all job descriptions and responsibilities
will be reviewed at minimum annually or as required



The elected OH&S representative will be provided with training and practical support to
fulfil their role effectively (OH&S Act) and will be consulted on changes in the school
which affect staff health, safety or well being



OH&S Issues resolution procedures will be developed in consultation with the staff and
will be documented in accordance with OH&S Regulations



OH&S considerations will be integrated into the general management practices of
Bendigo Special Developmental School, for example:
o

Facilities, design, upgrade and maintenance

o

Contractor management

o

Soil contamination

o

Maintenance of resources and equipment, indoors and outdoors

o

Staff welfare
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o

Professional development and staff induction

o

Staff allocation, deployment and time-tabling

o

Curriculum design and implementation

o

Program budgets and allocation of fundraising

o

Purchasing guideline suitability and costing of equipment resources

Risk reduction will be the central goal of the risk management program and will aim to reduce
both the frequency and the severity of injury and illness from school activities through the
implementation of: (Refer to OH&S Risk Assessment Policy)


Regular evaluation of compliance with relevant OH&S regulations and DET directives



Formal processes for reporting and investigating potential or actual hazards in either the
physical environment or work practices



Reporting and documenting of all injuries and incidents, including near misses,
investigating incidents and recording outcomes



Periodic analysis of records to identify incident patterns



Scheduled preventative maintenance of plant and equipment



Provision of appropriate first aid facilities and training



Emergency management procedures which are documented, published and practised



Staff support programs



Staff immunisations – staff are advised to have Hep A & B / Seasonal Flu vaccination



A return to work coordinator will be nominated from the OH&S team and given
appropriate training. Return to Work policies and procedures will be followed



Effectiveness of implementation of the policy will be monitored informally on an ongoing
basis and evaluated formally at least once a year



OH&S initiatives and performance will be included in the annual report
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Scope:
This policy applies to all employees, students, visitors, volunteers and contractors in
Department of Education and Training (DET) workplaces.

DET Occupational Health and Safety (OHS) Commitment and
Principles:
DET values its people and recognises that health and safety is integral to achieving excellent
educational and work performance outcomes.
DET is legally and morally committed to providing employees, students, contractors and visitors
with a healthy and safe working and learning environment.
DET will so far as is reasonably practicable, take action to improve and promote OHS to prevent
workplace injuries and illnesses at all DET workplaces.

Policy Objectives:
DET is committed to:


consulting with employees and their representatives, so far as reasonably practicable, on OHS
decisions and changes that affect their workplace



reducing OHS risks through a documented process of hazard identification, assessment,
implementation and review of controls



complying with relevant legislation, DET procedures and guidelines relating to OHS



provision of a clear statement of OHS accountabilities and responsibilities for personnel across the
organisation



strengthening leadership capability and accountability for OHS across DET



maintaining, monitoring and reviewing the OHS management system to ensure it is consistent with
the nature and risk profile of DET operations



actively supporting the physical and psychological wellbeing of DET employees by providing access
to specialist OHS advice and services



monitoring, reporting and responding to OHS performance outcomes to drive continuous
improvement



allocating adequate resources to maintain healthy, safe and supportive workplaces



providing appropriate OHS information and training for all DET employees to enable them to
perform their roles and responsibilities safely
reporting and investigating incidents where appropriate and acting to prevent re-occurrence.



DET employees, visitors, volunteers and contractors are required to:


take reasonable care for their own OHS and act in a manner that does not put others at risk



actively contribute to identifying, reporting and reducing OHS hazards and risks



cooperate with DET on OHS matters including following DET procedures and participating in
consultation and training.

Gill Callister
Secretary 5/5/2015
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Bendigo Special Developmental School
First Aid Policy
Rationale:


All children have the right to feel safe and well, and know that they will be attended to
with due care when in need of first aid.

Aims:





To administer first aid to children when in need in a competent and timely manner.
To communicate children’s health problems to parents when considered necessary.
To provide supplies and facilities to cater for the administering of first aid.
To maintain a sufficient number of staff members trained with a Level 1 / 2 first aid
certificate.

Implementation:
















All injuries to students must be attended to, no matter how apparently minor.
A sufficient number of staff to be trained to a Level 1 First Aid certificate, and with up-todate CPR qualifications.
A first aid room will be available for use at all times. A comprehensive supply of basic first
aid materials will be stored in a locked cupboard in the first aid room.
Any children in the first aid room will be supervised by a staff member at all times.
All injuries or illnesses that occur during class time will be referred to the classroom
teacher and/or assistant who will manage the incident. All injuries or illnesses that occur
during recess or lunch breaks, will be referred to the teacher on duty, first aid staff and
the student’s teacher.
All staff will be provided with basic first aid management skills, including the management
of blood spills. A supply of protective disposable gloves will be available for use by staff.
Minor injuries only will be treated by staff members on duty, while more serious injuriesincluding those requiring parents to be notified or suspected of needing treatment by a
doctor - require a first aid trained staff member to provide first aid.
Students with Medical Action Plans will be treated in accordance with the procedures
specified on their plan (see Medication Action Plan policy).
Any children with injuries involving blood must have the wound covered at all times.
No medication including headache tablets will be administered to children without the
express written permission of parents or guardians (see Medication policy).
Parents/guardians of all children who receive first aid will be informed of the nature of
the injury and any treatment given. For more serious injuries/illnesses, the
parents/guardians must be contacted by staff so that professional treatment may be
organised. Any injuries to a child’s head, face, neck or back must be reported to
parents/guardian.
Any student who is collected from school by parents/guardians as a result of an injury, or
who is administered treatment by a doctor/hospital or ambulance officer as a result of an
injury, or has an injury to the head, face, neck or back, or where a teacher considers the
injury to be greater than “minor” will be reported on DEECD Accident/Injury form LE375,
and entered onto CASES 21.
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Any staff injuries are to be reported to the principal and the incident recorded (by the
affected staff member) onto EduSafe;
https://www.eduweb.vic.gov.au/EduSafe/login.aspx?ReturnUrl=%2fedusafe%2fDefault.as
px&cks=1
Parents/guardians of ill children will be contacted to take children home, at the most
immediate and convenient time.
Parents/guardians who collect children from school for any reason (other than
emergency) must complete an Early Release form provided by the class teacher or
administration staff.
All teachers have the authority to call an ambulance immediately in an emergency. If the
situation and time permit, a teacher may confer with others before deciding on an
appropriate course of action.
A comprehensive first aid kit will accompany all camps, along with a mobile phone.
Parents/guardians of all children attending camps, excursions or community access will
have provided a signed medical form providing medical details and giving teachers
permission to contact a doctor or ambulance should instances arise where their child
requires treatment. Copies of the signed medical forms are to be taken on camps and
excursions, as well as kept at school.
All children, especially those with a documented asthma management plan, will have
access to Ventolin and a spacer which are kept in the locked cupboard in the First Aid
Room.
A number of staff will be nominated each year to be responsible for the purchase and
maintenance of first aid supplies, first aid kits, ice packs and the general upkeep of the
first aid room.
At the commencement of each year, requests for updated first aid information will be
sent home including reminders to parents of the policies and practices used by the school
to manage first aid, illnesses and medications throughout the year. Those students
requiring Medical Action Plans, Asthma Plans and Anaphylaxis Plans will be provided with
the appropriate forms at the end of each year to provide adequate time to organise
doctor’s input/signature for the following year.
General organisational matters relating to first aid will be communicated to staff at the
beginning of each year.
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Bendigo Special Developmental School
Medical Action Plan Policy

Rationale:
Teachers and schools are often required to support students with medical conditions of a chronic
(constantly recurring) or severe (critical or dangerous) nature, including diabetes, asthma,
epilepsy and severe allergies/anaphylaxis. It is important that these medical conditions are
responded to in a manner that is appropriate, ensures the safety of students and fulfils the duty
of care of staff.

Aims:



To ensure the correct procedures are followed in a medical emergency.
To ensure the safety of students in our care.

Implementation:

















Medical Action Plans need to be prepared for all students who have medical conditions of
a chronic and severe nature.
Parents/carers must notify the school of any such condition.
Students suffering from asthma need only to have an Asthma Action Plan (see Asthma
Policy). For multiple conditions including asthma, a Medical Action Plan must be
completed.
Medical Action Plans must be completed prior to the beginning of each year or
immediately following the enrolment of the student at school.
To ensure details are current, each Medical Action Plan must be reviewed annually or
when the student’s medical condition changes.
Medical Action Plans should be completed by parents/carers in consultation with their
child’s doctor. The plan must be signed by both the parent/carer and the child’s doctor.
Parents/carers are responsible for notifying the school of any changes to their child’s
Medical Action Plan. Plans will be considered current and be adhered to by staff unless
otherwise notified by parents or by the child’s doctor.
Copies of completed Medical Action Plans will be made available to all staff in Student
Welfare folders throughout the school including all classrooms, sensory room, art room,
staffroom, principals office and school vehicles. Health & Physical Education staff will
ensure a folder is included in resource tubs for RDA, swimming, hydrotherapy etc..
Where medication is to be administered as part of the Medical Action Plan,
parents/carers must provide the school with the appropriate medication and complete a
Medication Request form (see Medication Policy).
All medication must be provided in the original pharmacy packaging and be clearly
labelled with the student’s name, the dosage required and the instructions for
administering the medication. Measuring equipment and applicators (syringes etc.)
must be provided.
Student’s medication and associated details will be stored in a clearly labelled
container/pack and stored in the locked First Aid drawer in their designated Common
Room.
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Staff will be trained for each student requiring Midazolam as part of their Medical Action
Plans. Only the staff trained for each individual student is permitted to administer
Midazolam. Where there are no staff trained for a specific student no one is permitted to
administer Midazolam and an ambulance must be called.
Student medication packs will be checked at the end of each term by each student’s
teacher to ensure the medication supply is adequate and within its official expiry date.
Student medications will be sent home at the end of the year.
Should the medication supply need restocking or replacing, parents/carers will be notified
immediately to arrange a new supply.
Student medication packs must accompany the student during all ‘out of school’ activities
(i.e. excursions, RDA, swimming). Packs need to be checked by staff before leaving the
school.
In the case of a change of medication or dosage that must be administered at school,
written authorization must be provided by the child’s doctor.
Staff will follow the procedures as specified on the Medical Action Plan. Staff have the
authority to call an ambulance if they consider it necessary.
Parents/carers will be notified of all critical incidents (seizures, asthma attacks etc.).
Incidents must be recorded in the student’s individual file. Where medication is used, it
must be recorded on the student’s medication record (see Medication Policy).
Those students that are known to require a Medical Action Plan (including Asthma or
Anaphylaxis Plan) will be provided with the appropriate forms early in Term 4 to provide
adequate time to organize doctor’s input/signature for the end of the school year (ready
for the following year).
Students requiring Medical Action Plans will be unable to participate in any ‘out of school’
activities from the beginning of Term 1 (i.e. swimming, hydrotherapy, excursions) until a
clear, fully completed plan and required medication (including applications and dosage) is
provided.
Should the Principal or Student Welfare Coordinator deem the Medical Action Plan
incomplete or unclear, parents/carers will be contacted to provide further clarification.
Students may be exempt from ‘out of school’ activities until the Medical Action Plan is
considered complete.
Where a Medical Action Plan is not completed within a reasonable time frame, the
Principal will refer the matter to the Department of Education and Early Childhood
Development.
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Bendigo Special Developmental School
Student Hygiene and Personal Assistance Policy
Purpose
Bendigo Special Developmental School will minimise the spread of disease and cross infection by
providing all staff members with clear procedures for nappy changing and toileting students.
The procedures encourage practices which are:
 Hygienic
 Sensitive to the child’s routine at home, and
 Flexible to allow children’s competencies to grow so that they can practise new skills in a
supportive, unhurried environment.

Guidelines
Every effort must be made to preserve the student’s self-esteem and the need for privacy and
confidentiality. Students using the ordinary toilets/change rooms should be encouraged to close
cubicle doors and respect the privacy of other users. They should be taught to adjust their
clothing properly before leaving the cubicle. In the hygiene areas, curtains should be drawn
around the child on change table, bench or trolley.
The normal process of changing a nappy should not raise safeguarding concerns, and there is
usually no need for a second member of staff to be available. Normally, volunteers or students on
placement should not be involved in changing nappies or helping a student who accidentally soils
or wets themselves or supervising students using the toilets/change room areas. However, some
student teachers and early years practitioners may be specifically cleared for this work.
Teachers will ask parents to provide sufficient changes of clothing, incontinence pads, etc. as
appropriate for each day according to the student’s needs. These are not supplied by the school.
Toilet training programmes will only be implemented when the student is demonstrably ready
and when the student’s family is prepared to continue with the toilet training at home. Close
cooperation between home and school will be necessary especially as regards provision of
appropriate clothing and sufficient changes of clothing.
Leaving a student in a soiled nappy or wet or soiled clothing is to be avoided.
Students should have regular visits to the toilet or have their nappy checked / changed during the
school day and before going home.
For reasons of dignity and privacy, it is unacceptable for boys to stand at urinals with their
trousers and underpants pulled down. If boys cannot manage zips and adjust underpants
independently, they should be encouraged to use the toilet in a cubicle instead.
All staff (teachers and teaching assistants) must be prepared to spend time teaching children how
to use the toilet/change room areas properly.
The importance of using the facilities properly, maintaining own privacy and dignity, appropriate
wiping, and washing and drying of hands must be given emphasis by staff.
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Students who invade the privacy of others in the toilet/change room areas should not be allowed
to go to them unaccompanied.
Male and female staff can be routinely involved in the general care of pupils of either sex in
activities which do not involve the pupil undressing entirely, such as:
 helping with eating, drinking, hair washing, hair brushing, teeth cleaning;
 dressing and undressing of outer clothing (but not of undergarments):
 physiotherapy, lifting or positioning of a pupil who is dressed;
 movement activities and other P.E. activities involving contact;
 swimming and hydrotherapy.
Wherever possible, each pupil should receive intimate care from a member of staff of the same
sex. However, due to the small number of male staff, female staff often have to carry out all of
the care of boys. In the case of boys who are becoming sexually aware or self-conscious, there
may be special difficulties and female staff should discuss these problems with colleagues.
Advice received by the school is that male staff should not be used to provide intimate care for
female students. Male staff must never provide intimate care as the sole carer for any girls.
There are occasions when it may be necessary to involve a male member of staff as a second
carer in the intimate care of a girl (e.g. to provide support with moving and handling, administer
rectal diazepan). Intimate care by a male member of staff must be done in the presence of a
female member of staff and, if possible, the student's private parts should be covered with a
towel, sheet or clothing.
Dressing and undressing of students aged 8 years and above should take place in the designated
changing/toileting areas provided. Changing must not take place in classrooms. Male and female
students at this age should change in separate areas or areas screened for privacy.

Implementation
Bendigo Special Developmental School requires parents/carers to supply all disposable nappies
for children at the school. When changing nappies, staff at Bendigo Special Developmental School
will:
 Use the change area set up with a designated change mat, gloves, wipes, nappies and
sanitary bin.
 Ensure that hand washing and drying facilities are adjacent to the nappy change area.
 Ensure the nappy changing area is separate from food preparation and serving areas.
 Wear a new pair of gloves
 Remove the student’s nappy and any soiled clothing, placing any soiled clothes in a bag,
tying the top firmly. (Soiled clothing will not be rinsed or washed, as this can spread
germs.)
 Clean the student’s bottom using pre-moistened disposable wipes
 Discard the used wipe and nappy immediately in the nappy disposable unit
 Place a clean nappy on the student
 Remove gloves by peeling them back from the wrists and dispose of the gloves
 Dress the student
 Wash and dry the student’s hands
 Remove change mat from change table where applicable
 Wash down change mats / tables after each use
 Wash their hands.
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Bendigo Special Developmental School staff will use a range of practical strategies to support
positive nappy changing and toileting experiences for students. These include:
 Allowing students to take their time.
 Responding to student’s cues allowing them to be active participants in the process
 Using the correct terms for going to the toilet eg. words used at home
 Being sensitive to individual student’s needs and styles, and tailor individual nappy
change and toileting procedures to each student.
 Speaking respectfully to the student about what staff are doing.
 Asking or reminding student about using the toilet.
 Being alert to signs that a student is uncomfortable
 Being sensitive to any signs or communications that they need to use the toilet.
 Responding as quickly as possible when a student indicates to use the toilet.
 Focusing on the positive interaction with students during toileting and nappy changing.
 Discuss routines and preferred schedules with the student’s parent/carers

Toilet training
Parents/carers who wish their child to commence toilet training at Bendigo Special
Developmental School are encouraged to raise this matter with the child’s teacher.
The parents/carers will together decide whether the child is ready and, if so, develop a plan. This
is an aspect of the child’s experience where mutual respect and open communication is crucial for
a positive outcome. The decision to begin assisting the child to use the toilet will be based on
signs of readiness and the child’s willingness to start. When the child is ready, refer to toileting
skills book available to parents. Staff will always support the children’s efforts at being
independent and only positive reinforcement will be used.
Parents/carers will be asked to supply several changes of clothing and undergarments in case of
accidents.
Bendigo Special Developmental School staff will:
 Place any soiled clothes in a bag, tying the top firmly. (Soiled clothing will not be rinsed or
washed, as this can spread germs.)
 Assist the child to use the toilet
 Assist the child to wash and dry their hands
 Ask older children whether they have washed and dried their hands, and
 If the child is using a potty, empty the contents into the toilet and wash the potty.

Evaluation
This policy references the National Health and Medical Research Council (NHMRC), Staying
Healthy in Childcare 4th Edition 2005, and is accordance to the Occupational Health & Safety
(Safe@work) Cleanliness & Hygiene standard and the Victorian Early Years Learning and
Development Framework for Children from Birth 22 to Eight Years (Children have a strong sense
of wellbeing).

Reference:
1. National Health and Medical Research Council (NHMRC), Staying Healthy in Childcare 4th
Edition 2005 QIAS Factsheet #14
2. Victorian Early Years Learning and Development Framework for Children from Birth 22 to
Eight Years (Children have a strong sense of wellbeing )
3. Safe@work: http://www.education.vic.gov.au/safe@work/index.asp
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GENERAL FIRST AID INFORMATION
BANDAIDS
Do not apply a band aid to any child unless it is non-allergenic

BURNS
Icepacks are not to be used on burns. Apply cold water for 15-20 minutes or until the burn is no
longer warm to touch.

ICEPACKS
When using them wrap in a damp cloth for best results and use for no more than 15 minutes at a
time. On small bony areas 5 minutes may be all that is required. Do not apply an ice pack to the
head- a cold towel is okay

ANTIHISTAMINES
These can cause drowsiness. These will not be supplied by school. If parents want them given,
the same procedures apply as for other medications.

SUNSCREENS
Students are encouraged to supply their own, because of the risk of allergies.
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Bendigo Special Developmental School
Behaviour Support Policy

Rationale
This policy explains Bendigo Special Developmental School’s approach to encouraging and
supporting positive student behaviour. Students are actively encouraged to make sound
behavioural choices through ongoing positive strategies; including; rewards, praise, consequences
and role modelling as well as the direct teaching of behavioural expectations. Appropriate
behaviour, for the purpose of this policy, is defined as non-disruptive behaviour that is conducive
to optimal participation based on the individual capacity of each student.
A behaviour of concern is described as any behaviour that:
 is a barrier to the student participating in and contributing to their school community
 undermines, directly or indirectly, a student’s rights, dignity or quality of life
 poses a risk to the health and safety of a student and those they share their school with
Staff understand that inappropriate behaviour is often a coping mechanism for their students,
therefore, teacher instruction and programming is also constantly reviewed and adjusted to meet
the changing needs of their students within a dynamic environment.
Whenever possible, students are encouraged to take responsibility for their behaviours. When
possible students are given opportunities to participate in developing and reviewing, their own
behaviour management plan.
This policy integrates BSDS welfare guidelines and draws on information relating to School Wide
Positive Behaviour Support (SW-PBS).

Implementation
This policy seeks to adopt the philosophy of SW- PBS. That is:
 Whole School approach
 Focuses on school wide prevention
 Incorporates intensive individualised support for students with more extreme needs
 Is a framework for what schools can do to reward students who behave appropriately,
prevent behaviours of concern and decide how to deal with behaviour after careful
consideration of the factors that might explain the cause
 Is prevention rather than reaction

SW-PBS is a 3-Tiered approach:
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1. Primary prevention strategies, applied across the whole school
For all students, preventative and proactive
Examples:
To be discussed and provided by SW-PBS team
2. Secondary prevention strategies, for students at risk of complex behaviours and may
focus on group based strategies for teaching pro-social and self-management skills
For some students, high efficiency, rapid response
Examples:
To be discussed and provided by SW-PBS team
3. Tertiary prevention strategies, specialised, individual approaches to support students
who display extreme behaviours
Assessment based, high-intensity, durable procedures for individual students
Examples:
To be discussed and provided by SW-PBS team

Staff understand that individual students may require a variety of behaviour prevention strategies
in different environments.

Ten Key Principles of SW-PBS:
1.
SW-PBS aims to prevent behaviours of concern (major behaviours)
2.
SW-PBS aims to teach students directly how to behave appropriately
3.
SW-PBS is a whole school approach
4.
SW-PBS is a team approach including leadership, school staff, families and
students
5.
SW-PBS is a data-driven approach (data about behaviours of concern and data
about positive behaviours)
6.
Successful implementation of SW-PWS takes time (2-3 years)
7.
SW-PBS is based on evidence from research
8.
SW-PBS training is essential
9.
SW-PBS requires partnerships with families
10.
SW-PBS aims to improve school climate
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Positive Behaviour Support Plans
As a proactive, preventative approach students attending Bendigo SDS may require a specific plan
to effectively specific behaviours. There are two behaviour plan options:
1.
2.

“Positive Behaviour Plan: Classroom” that is student/classroom specific and is not
shared across the whole school
“Positive Behaviour Plan: Whole School” that is individualised and explains
systems at a whole school level for students who can exhibit major behaviours

Behaviour plans are formulated with parent and teacher input, OHS team, SW-PBS team and
therapist input, and as of 2016 will be informed by Functional Based Assessments. Students are
involved when possible.
Behaviour management plans will be submitted to the SW-PBS team commencing Term One and
will also be reviewed by the Occupational Health & Safety team. Plans will have the following
cycle:
Jan-Feb: Data collection, Functional Based Assessments, Plans are formulated (Whole school
positive behaviour plans submitted to SW-PBS and Occupational Health & Safety Team)
Plans active until their agreed date of review (teachers are encouraged to continually adjust plans
to meet the needs of students and can seek SW-PBS team support at any stage)
August-September: Teachers, Parents, SW-PBS team representatives, Occupational Health &
Safety team representatives review Whole School Positive Behaviour Plans.
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BEHAVIOUR SUPPORT PLAN MODEL (Bendigo SDS, 2011)
2015/2016 Under Review- PBS

Tier I interventions: Ongoing reinforcement of behaviour expectations (Matrix) relating to
appropriate behaviour, such as; social stories, posters, praise, acknowledgement systemExplicit Teaching: Define, Teach, Remind, Celebrate, Correct

Tier II interventions: Systematic and targeted use of acknowledgement
system, sensory breaks and diets, increased therapist input, increased interest
based activities, increased and consistent visual supports, increased parent
consultation

Tier III interventions: sensory profile, functional behaviour
analysis, individual timetable, 1:1 support for the student

Behaviour Occurs
Request that student leave area (if around other staff
and students). If not successful instruct other students
and staff to leave area. Follow Code Procedures.

Allow Time
For student to de-escalate. Provide relevant
visual supports and supervision. Ensure
student is safe.
Serious Incident
If the behaviour continues inform
Principal/ Assistant Principal. Principal/
Assistant Principal will assess all
options, including DET suspension
procedures.

Follow Incident
Reporting procedures:
Cases, Edusafe & STAR

If Necessary: Return to School
Plan is developed
Follow DET Guidelines
Parents and other key stakeholders
are involved to construct this plan.
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School Wide Positive Behaviour Support - Tiered Interventions

Tier III
interventions

-

- Sensory Profile
- Functional Behaviour Analysis
- Individual Behaviour Support Plans
- Individual Timetable
- Program Support Group Meeting
- 1:1 support for the student
Follow School Emergency Management Procedures
- Social Stories (explicit and targeted)
Systematic and targeted use of reward system
- Sensory breaks and diets
- Increased therapist input
- Interest based activities
- Increased and consistent visual supports
- Increased parent consultation

-

Tier II
interventions

-

Tier I interventions

-

Individual Education Plans (individualised curriculum, skills,
needs, abilities, functionality, goals for parents,
goals for staff, interests, motivators, sensory experiences)
Choice making
Providing positive reinforcement
Explicit teaching (Social stories, visual scripts behavior scripts),
Predictable routines and structures
Use of consistent visual communication supports
Providing engaging activities
Clear expectations
Safe and accessible environments
Wait and give signs to respond
Considered student groupings
Developing students communication skills
Student Achievement & Great Start Conferences
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Bendigo Special Developmental School
Bullying Prevention Policy
Policy Statement
Bendigo SDS is committed to providing a safe and respectful teaching and learning environment
where bullying and harassment is not tolerated. Bendigo SDS believes that all students have the
right to learn in a school environment in which they feel safe and secure.
This Bullying and Harassment Policy should be read in conjunction with the Bendigo SDS [Student
Engagement and Inclusion Policy/Student Code of Conduct].

Aims





To explain what bullying and harassment are, and the fact that they are unacceptable and
will not be tolerated.
To ask that everyone in the school community be alert to signs and evidence of bullying
and have a responsibility to report it to staff whether as observer or victim.
To ensure that all reported incidents of bullying are followed up appropriately and that
support is given to both victims and perpetrators.
To seek parental and peer-group support and co-operation at all times.

Definitions:
Bullying is when a person, or a group of people, repeatedly upset or hurt another person or
damage their property, reputation or social acceptance. Bullying may be direct physical, direct
verbal, indirect or cyberbullying. Bullying is not a one-off disagreement between two or more
people or a situation of mutual dislike.

Bullying can be:
1. Direct physical bullying – e.g. hitting, tripping, and pushing or damaging property.
2. Direct verbal bullying – e.g. name calling, insults, homophobic or racist remarks, verbal abuse.
3. Indirect bullying – e.g. spreading rumours, playing nasty jokes to embarrass and humiliate,
mimicking, encouraging others to socially exclude a person, damaging a person’s social reputation
or social acceptance, or cyberbullying.
Cyber-bullying is direct or indirect bullying behaviours using digital technology. For example via a
mobile phone, chat rooms, social media, Xangas or MUD rooms. It could involve setting up a
defamatory personal website or deliberately excluding someone from social networking spaces. It
can be verbal or written.
Harassment is any verbal, physical or sexual conduct (including gestures) which is uninvited,
unwelcome and which is reasonably likely to humiliate, offend, intimidate or distress a person.
For example, teasing a student because of their speech impediment.
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Guidelines:
Bendigo SDS will not tolerate bullying (including cyberbullying) or harassment.
A positive school-wide approach will be taken to deal with bullying and harassment in a consistent
and systematic way, with a focus on student safety and wellbeing.
Disciplinary measures will apply to students in breach of the behavior expectations established by
the school and communicated through this Bullying and Harassment Policy (see Student Code of
Conduct/Student Inclusion and Engagement Policy). [School to insert further detail about specific
disciplinary policy]
All complaints of bullying or harassment will be taken seriously and treated sensitively. This policy
will be clearly communicated to students, parents and staff on the school’s website and through
newsletters from time to time, in the student diary etc
Our school uses the principles of School Wide Positive Behaviour Support (SW-PBS) to endorse a
safe and cooperative school culture.








Our school will organise preventative curriculum programs that promote resilience, life
and social skills, assertiveness, tolerance, conflict resolution and problem solving.
Student programs will be organised to raise student awareness about bullying and
harassment, to provide a forum for discussion and to aid development of attitudes. Some
matters will be dealt with formally in the curriculum and in peer support programs,
leadership programs, extra-curricular programs, classroom discussions and occasional
activities run by outside experts. The curriculum will include anti-bullying messages and
strategies in line with DET materials e.g. Bully Stoppers: Make a Stand, Lend a Hand and
‘No Blame Approach to Bullying’.
Staff professional development programs will occur periodically to keep staff informed of
current issues/strategies for dealing with bullying and/or harassment issues.
An annual confidential bullying survey of the student body will be run and de-identified
information will be used at staff and/or parent meetings]
If students believe they are being bullied, they may contact their teachers in the first
instance, or a staff member that they would prefer to discuss the matter with.
This policy will be reviewed periodically by Bendigo SDS to ensure it reflects current
practices and refers to up-to-date policy.

Student Support
If any staff member feels a student is at risk from bullying and harassing behaviours they should
discuss their concerns with the year level co-ordinator/Assistant Principal/Principal in order to
ensure appropriate support for the student. It is important that staff document fully any actions
taken in response to student bullying and/or harassment (see Appendix B).
Some strategies that might be used by the school to assist the student may include education in
coping strategies; assertiveness training; problem solving, mentoring and social skills; counselling,
peer support and behaviour modification.
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Links and Appendices
Links which are connected with this policy are:



DET’s Student Engagement Guidance
The school’s Acceptable ICT Use Agreement (re: cyber-bullying) * DET’s Bully Stoppers:
Make a Stand, Lend a Hand * DET’s Vulnerable Students

Supporting links





Bully Free World: Special Needs Anti-bullying Toolkit
Australian Human Rights Commission - Human rights in the school classroom
Safe Schools Coalition Victoria
Racism. No way! anti-racism education for Australian schools

Appendices which are connected with this policy are



Appendix A: Anti-Bullying (including cyberbullying) and Anti-Harassment Procedures
Appendix B: Reporting on Incident of Bullying / Harassment – Template

Action Plan
1. The alleged bully meets with staff members
2. The difficulties of the particular student are described in detail and all present discuss
how they could help this person to be more comfortable at school
3. If the bullied person is able to join this discussion then this is encouraged
4. Parents are informed of this process and students are referred to whatever services seem
appropriate
5. After two bullying incident reports, parents are asked to discuss the issue and encouraged
to keep a close involvement with the school
6. Sanctions, such as suspensions, may be used but more often the student is referred for
counselling to help them develop more appropriate social skills eg. Anger management,
communication skills
7. Brief weekly conferences held to monitor bullying behaviour for as long as necessary
8. Name of staff member to oversee implementation of action plan:
9. On completion, file in “Incident Report” folder in the Assistant Principal’s Office.

34

POLICY STATEMENT:

INCLUSION

Rationale:
All children have the right to participate in school programs, which meet their educational needs

Aim:
1. To encourage the development of interactive programs with other schools in order to
promote the sharing of facilities, curricular experience and staff expertise
2. To provide support for Bendigo Special Developmental School students who are involved
in inclusion programs at other schools
3. To facilitate in the process of inclusion for our students moving into mainstream schools
4. To facilitate in the process of inclusion where a student is moving from mainstream to
Bendigo Special Developmental School

Guidelines:
1. Inclusion support for Bendigo Special Developmental School students in mainstream
schools comply with the Department of Education and Training procedures
2. Inclusion support to be co-ordinated by the child’s teacher, with support from the
Welfare Coordinator or Principals if required
3. Program Support Group meetings attended by the class teacher, the unit co-ordinator
and/or Principal, parents and host school representatives, to be held each term to discuss
the success of the inclusion program
4. An orientation program to be arranged for incoming students to ensure a successful
transition
5. Staff members from host schools are warmly encouraged to visit Bendigo Special
Developmental School on a regular basis
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Bendigo Special Developmental School
Restraint and Seclusion Policy

Purpose of this policy
To ensure schools are informed about the Department's policy about student restraint including that it is
only used when certain conditions are met and that appropriate standards and procedures are followed.
Detailed guidance is available for school staff in the Guidance for Responding to Violent and Dangerous
Student Behaviours of Concern.

Definitions
In this policy, physical restraint means the use of physical force to prevent, restrict or subdue movement of
a student’s body or part of their body. Physical restraint should only be used when it is immediately
required to protect the safety of the student or any other person.
In some limited circumstances, it may also be necessary to restrain a student from violent or dangerous
behaviours by secluding them in an area where such action is immediately required to protect the safety of
the student or any other person.
Seclusion is the involuntary confinement of a student alone in a room or area from which the student is
physically prevented from leaving. This includes situations where a door is locked as well as where the door
is blocked by other objects or held closed by staff. It does not include timeout, which is a behaviour
management technique that is part of a Behaviour Support Plan, involves the monitored separation of the
student in a non-locked setting, and is implemented for the purpose of calming.
Further detail and guidance for staff is provided in the Guidance for Responding to Violent and Dangerous
Student Behaviours of Concern

Policy
Regulation 15 of the Education and Training Reform Regulations 2007 provides that:
“A member of staff of a Government school may take any reasonable action that is immediately required to
restrain a student of the school from acts or behaviour dangerous to the member of staff, the student, or
any other person.”
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Preventative strategies to secluding students
To prevent the need for students to be secluded, staff should consider:











Does the student have a Behaviour Support or Safety Plan?
What does the student’s Behaviour Support or Safety Plan say?
What other interventions have been exhausted?
What other options are there for this student?
Is the student a risk to other students, themselves, staff or others?
Could the student share this space with another student?
Does the gate need to be locked?
Can the student get out, even if the gate is unlocked?
Is the principal (or delegate) aware of this intervention?
Does the student have a safety and escalation cycle plan?

When physical restraint or seclusion may be used
Physical restraint has been associated with injury and increased trauma to the student and the staff
member responsible for the physical restraint.
School staff may only use physical restraint on a student when it is immediately required to protect the
safety of the student or any other person noting that:




for physical restraint to be immediately required there should be no less restrictive action that
could be taken to avert the danger in the circumstances
staff should use the minimum force needed to protect against the danger of harm
staff should apply the physical restraint for the minimum duration required and remove it once the
danger has passed

As with physical restraint, seclusion should only be used when it is immediately required to protect the
safety of the student or any other person, as permitted by Regulation 15.
The decision about whether to use physical restraint or seclusion rests with the professional judgment of
the staff member/s involved, who will need to take into account both their duty of care to their students,
their right to protect themselves from harm and obligations under the Charter of Human Rights and
Responsibilities Act 2006 (the Charter). In taking into account the Charter, staff should consider
the Guidance for Responding to Violent and Dangerous Student Behaviours of Concern.

When physical restraint or seclusion should not be used
Physical restraint and seclusion should not be used unless immediately required to protect the safety of the
student or any other person (see above).
Rooms or areas designed specifically for the purpose of seclusion or which are used solely or primarily for
the purpose of seclusion are not permitted in Victorian government schools.
Restraint and seclusion must not be included in a Behaviour Support Plan or be used as a routine behaviour
management technique, to punish or discipline a student or to respond to:


a student’s refusal to comply with a direction, unless that refusal to comply creates an imminent
risk to the safety of the student or another person
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a student leaving the classroom/school without permission, unless that conduct causes an
imminent risk to the safety of the student or another person



verbal threats of harm from a student, except where there is a reasonable belief that the threat
will be immediately enacted



property destruction caused by the student unless that destruction is placing any person at
immediate risk of harm.

Any restraint which covers the student’s mouth or nose, in any way restricts breathing, takes the student to
the ground into the prone or supine position, involves the hyperextension of joints, or application of
pressure to the neck, chest or joints, must not be used.

Mechanical restraint
Mechanical restraints should never be used in schools to restrict a student’s freedom of movement, unless
the restraint is for a therapeutic purpose with written evidence of the prescription / recommendation, or if
required to travel safely in a vehicle.

How to Restrain
If applying physical restraint in the limited circumstances set out above, staff must:


use the minimum force required to avoid the dangerous behaviour or risk of harm



only restrain the student for the minimum duration required and stop restraining the student once
the danger has passed



Staff should ensure the type of restraint used is consistent with a student’s individual needs and
circumstances, including:
o
o
o
o
o
o
o

the age/size of the student
gender of the student
any impairment of the student e.g. physical, intellectual, neurological, behavioural,
sensory (visual or hearing), or communication
any mental or psychological conditions of the student, including any experience of trauma
any other medical conditions of the student
the likely response of the student
the environment in which the restraint is taking place

Staff should monitor the student for any indicators or distress. Staff should talk to the student throughout
the incident, making it clear to the student why the physical restraint is being applied. Staff should also
calmly explain that the physical restraint will stop once it is no longer necessary to protect the student
and/or others.
The Department has issued detailed guidance for schools and staff to assist with responding to violent and
dangerous student behaviours. This guidance includes information about legal obligations, resources for
training, and fact sheets for parents, see Guidance for Responding to Violent and Dangerous Student
Behaviours of Concern.
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Actions after restraint has been used
This table explains the follow up actions that must be undertaken after a student has been physically
restrained or secluded.
Action

Description

The staff member(s) involved in the incident must immediately notify the principal
or assistant principal of the incident.
A staff member should contact the student’s parents and provide them with details
of the incident as soon as possible.
The incident may need to be reported to:


Reporting of the
physical restraint/
seclusion

the Security Services Unit (previously known as the Emergency
Management Unit), see: Reporting (emergency and incidents)



Edusafe see: Report an Injury, Incident or Hazard



WorkSafe, see: WorkSafe Notification



STAR

Following the use of restraint on a student, appropriate supports must be offered
to following people:

Providing supports
for those involved



The student who has been restrained or secluded and their
parents/guardians. This may include participation in decisions involving the
student’s behaviour management, Student Support Group meetings, the
development of or a review of the student Behaviour Support Plan, and
involvement of Student Support Services. For policy advice on the prevention
of endangering behaviour and promoting positive behaviours see: Student
Engagement and Inclusion Guidance. For detailed guidance on Responding to
Violent and Dangerous Student Behaviours of Concern



Other students and staff members who were involved in or witnessed the
incident. This may include a debriefing in relation to the incident, and
counselling support.
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Action

Description

A written record of the incident and the physical restraint or seclusion used must be
made by the principal as soon as practicable. This record should be added to a
student’s file on CASES 21 or SOCS as appropriate. The record should detail:

Maintain records of
the incident



the name of the student/s and staff member/s involved



date, time and location of the incident



names of witnesses (staff and other students)



what exactly happened (a brief factual account)



any action taken to de-escalate the situation



why physical intervention was used (if applicable)



the nature of any physical intervention used



how long the physical intervention lasted



the student’s response and the outcome of the incident



any injuries



any damage to property



immediate post incident actions, such as first aid or contact with
emergency services



details of contact with the student’s parent/carer



details of any post-incident support provided or organised.

The principal should also arrange for all staff who were involved/present at the
incident to prepare a statement / record of their involvement or observations of
the incident.

Plan for the future

Post-incident, the school should consider the preventative and de-escalation
strategies that might reduce the likelihood of an incident happening again. For
example – reviewing and amending the student’s Behaviour Support Plan, safety &
escalation cycle management plan, consider the training needs of staff working
closely with the student/s involved in the incident.

Related policies


Accident Recording and Reporting



Duty of Care



Personal Liability of School Employees
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Reporting (emergency and incidents)



Risk Management



Safety Management



Student Engagement



Suspensions



WorkSafe Notification.

Related legislation and regulations


Charter of Human Rights and Responsibilities Act 2006 (Vic)



Disability Discrimination Act 1992 (Cth)



Education and Training Reform Regulations 2007 (Vic)



Equal Opportunity Act 2010 (Vic)



Occupational Health and Safety Act 2004 (Vic)

Department resources


Guidance to Responding to Violent and Dangerous Student Behaviours of Concern
Student Engagement and Inclusion Guidance



Health Safety and Worksafe
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Student Engagement Policy Guidelines:
Procedures for Suspension
The Student Engagement Policy aims to ensure a safe and inclusive school environment for
everyone. It also outlines the school community’s expectations for student engagement,
attendance and behaviour.
Your school’s Student Engagement Policy should:






create a positive, fair and respectful culture
build a safe and supportive environment
encourage positive and respectful relationships that value diversity
encourage student participation and student voice
proactively engage parents/carers.

Shared expectations
The whole school community must be involved in developing shared expectations for the
participation and behaviour of staff, students and their parents/carers. Part of this is ensuring
students respect themselves, their peers and their teachers and are well behaved. When this does
not happen, a staged response will be used by the school to support improved behaviour.

A staged response
The student support group is an important part of prevention and early intervention strategies for
students with learning and behaviour issues. It should involve you, your child (if appropriate), the
school principal (or their delegate), your child’s main classroom teacher or year level coordinator
and any professionals who have been supporting you or your child. You can also bring along a
friend or family member, as long as they are not acting for a fee or reward. The student support
group works out what your child’s learning, social, emotional, behavioural and environmental
needs are to ensure they get the best support and resources available. If required, the student
support group can refer you or your child to community support agencies for specialist
interventions.
This brochure addresses issues around suspension from school and is for
parents/carers of suspended students. It covers:




the Student Engagement Policy
shared expectations for student engagement, attendance and behaviour
how schools can support students before and after a suspension.

It also lists contacts for further advice and support.

Discipline
Schools can discipline students for behaviour incidents occurring at school; at a school activity
away from the school grounds; or while travelling to or from school or a school activity.
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Disciplinary measures should form part of a teacher’s classroom management plan and be
consistent with a whole school approach to behaviour management, such as SWPBS.
Disciplinary measures should always be proportionate to the nature of the behaviour, and re best
employed in combination with support measures to identify and address causes of the behaviour.
The Education Training and Reform Act (2006) prohibits the use of corporal punishment in any
Victorian Government school.

Contacts for information and support
Department of Education and Training Regional Offices.
A full list of regional office phone numbers can be found at:
www.education.vic.gov.au/schoolsonline/Regions.asp

Parents Victoria
Phone: 9380 2158 or 1800 032 023 (rural callers only)
Website: www.parentsvictoria.asn.au

Child and Adolescent Mental Health Services
Phone: 1300 767 299
Website: www.health.vic.gov.au/mentalhealth/services/child/

Children’s Protection Society
Phone: 9450 0900
Website: www.cps.org.au

Australian Childhood Foundation
Phone: 9874 3922
Website: www.childhood.org.au/website/default.asp

Association of School Councils in Victoria
Phone: 9808 2499
Website: www.asciv.org.au/ASCIV/Welcome.html

Victorian Council of School Organisations
Phone: 9429 5900
Website: www.viccso.org.au/

Victorian Multicultural Commission
Phone: 9208 3184
Website: www.multicultural.vic.gov.au/
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Victorian Aboriginal Education Association Inc.
Phone: 9416 3833
Website: www.vaeai.org.au/news/newsletter/2001dec/index.htm
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POLICY STATEMENT:

SUSPENSION

Purpose:
To ensure schools only use suspension:
 when all other strategies have failed
 for the shortest time necessary.

Aim:
Ministerial Order 184 has reduced the maximum length of suspension from 10 to 5 school days. In
addition, the number of school days a student can be suspended in a school year has been reduced
from 20 to 15 days.
Ministerial Order 184, Procedures for Suspension and Expulsion (PDF - 3.3Mb)
Ministerial Order 184- Procedures for Suspension and Expulsion took effect on 1 July 2009. The
Ministerial Order outlines:
 the maximum length of one suspension is 5 school days
 the maximum number of suspension days in a school year is 15 days
 that suspensions must conclude at the end of the school term and not continue into the
following term.
Note: If a student reaches 15 days suspension, an expulsion is not the automatic consequence. If a
student is suspended for more than 15 days per year, any suspensions must be sought by the
Regional Director.
Principals must:
 support their Student Engagement Policy by:
-using suspension as an opportunity to re-engage the student in a positive way
-considering in-school suspension to meet educational or safety needs
-avoiding an out-of-school suspension where possible.
 maintain strict confidentiality.
Principals must seek secondary consultation and/or direct intervention support from their regional
office to address the behavioural concerns for a student who:
 has been suspended for eight days in a school year or
 reached a total of four individual suspensions in a school year.
Note: Suspension must conclude at the end of the school term and not continue into the following
term.
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Grounds for suspension:
A principal may suspend a student if, while engaged in, or travelling to or from any school activity,
the student:
 is violent to a person
 threatens the health, safety or wellbeing of any person
 causes damage or destruction of property or is involved in the theft of property
 possesses, uses, or assists another person to use prohibited drugs or substances
 fails to comply with any reasonable, clearly communicated instruction of a principal, teacher
or other staff member
 consistently:
-interferes with the wellbeing, safety or educational opportunities of any other student
-vilifies, defames, degrades or humiliates another person based any personal attribute
protected by law.

SUSPENSION PROCESS
This table describes the suspension process.
Stage
1

Description
The principal considers the options and ensures that the:


school’s Student Engagement Policy has been followed



student’s behaviour has not changed despite strategies implemented.

Takes into account and considers that suspension is an appropriate response is appropriate
to:


the behaviour for which the student is being suspended



the educational needs of the student



any disability or additional learning needs of the student



the age of the student



the residential and social circumstances of the student.

2

The principal convenes a program support group meeting.

3

At this meeting the principal provides the student, their parents/guardians and the school
council president with a:


Notice of Suspension prior to the day of suspension containing the:
- summary of outcomes of previous actions that have been undertaken by the school
to support the student, including strategies undertaken and PSG meetings
- reasons for the suspension
- school days on which the suspension shall occur
- details of the post-suspension program support group meeting, if the suspension is
for five days
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- Student Absence Learning Plan and Return to School Plan (as appropriate).


The principal should also provide the student and their parents/carers with a copy
of the information brochure Procedures for Suspension.

See: Department resources below

Immediate suspension process:
The principal may suspend a student immediately if the student’s behaviour:


provides the basis for a suspension



puts at risk the health, safety and wellbeing of themselves, staff or other students.

This table describes the immediate suspension process.
Stage
1

Description
The principal:


gives immediate verbal notification to the student and their parents/guardians



provides supervision of the student until they can be collected from school by a
parent/carer

Note: If the parent/carer cannot collect the student, then the student must stay at school,
supervised by a staff member, until the end of the school day.
2

The principal schedules a student support group meeting within 48 hours of the suspension.

3

At this meeting the principal provides the student, their parents/guardians and the school
council president with a:
Notice of Suspension prior to the day of suspension containing the:
- summary of outcomes of previous actions that have been undertaken by the school to
support the student
- reasons for the suspension
- school days on which the suspension has/shall occur
- details of the post-suspension student support group meeting, if the suspension is for five
days
- Student Absence Learning Plan and Return to School Plan (as appropriate).
The principal should also provide the student and their parents/carers with a copy of the
information brochure Procedures for Suspension.
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SERIOUS INCIDENT IN THE SCHOOL GROUNDS
1. Serious incident occurs in the school grounds eg inappropriate touching, harming self or
others, bullying, damaging property
2. If immediate assistance is required use walkie talkies or phones to contact either principals
or leading teachers
3. Keep other students away from offending student
4. After the incident have discussion with key people eg:
a.
b.
c.
d.
e.

Staff witness/es
Students
Co-ordinators or Leading Teachers
Class teacher
Principal or Representative

to clarify information.
i. Determine facts of incident and record on STAR
ii. If another student or the offending students is injured- complete a ‘green’
CASES21 incident form (located in the Administration area)
iii. If a staff member is injured- complete EduSafe information
5. The principal or nominee will determine appropriate actions for a serious incident. Options
may include; exclusion, suspension.
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Bendigo Special Developmental School
Student Enrolment Policy
Rationale
All children enrolling at our school deserve a smooth transition that enables them to become part of
our school with a minimum of disruption and maximum support.

Aims
To provide an efficient process of enrolment that satisfies the needs of both students and the school.

Implementation
All children who are eligible to attend a Specialist school are welcome to attend our school. The
school caters for students with an intellectual disability as determined by the Department of
Education and Training’s Program for Students with Disabilities.
Students enrolling at our school as part of a prep intake will be required to provide proof of age
(indicating that they have turned 5 years of age by the 30th April of that year) and an immunisation
certificate.
A child who is less than the minimum age of entry for Victorian schools but has transferred from an
interstate school is eligible for enrolment. Evidence of age and full-time enrolment at the interstate
school must be provided along with evidence of disability eligibility.
Other parents seeking early age entry for their children must make a written application to the
Regional Director.
Information regarding the enrolment of overseas students can be obtained from the International
Studies Unit (03) 9637 2202.
All enrolments will require the completion of the DET ‘Confidential Student Information Enrolment
Form’, with details entered immediately on CASES 21.
The Principal will contact principals of previous schools of all students seeking transfers to discuss the
circumstances of the transfer, to confirm eligibility, to seek a transfer note or an immunisation
certificate (if enrolling), and to discuss any academic or behavioural matters. The principal has the
authority to defer admission for one school day in order that enquiries of the previous school are
carried out in the interests of the student.
Students will be allocated to classes according to a combination of class size and student need.

49

POLICY STATEMENT:

ATTENDANCE

Rationale:
The Department of Education and Early Childhood Development's focus on improved attendance
rates reflects the findings of international research that demonstrates a strong correlation between
students learning, longer-term life outcomes, attendance at school and appropriate participation in
education programs.
It is crucial that children and students develop habits of regular attendance at an early age; even
from the time they are enrolled in a pre-school setting.
Poor patterns of attendance place students at risk of not achieving their educational, social and
psychological potential and are disadvantaged in the quality of choices they are able to make in later
life situations.
School attendance helps children develop social skills, such as friendship building, teamwork,
communication skills and healthy self-esteem.

Aims



To develop habits of regular attendance at an early age.
To prevent students ‘at risk’ from missing out on learning the basic building blocks and
possibly experiencing long term difficulties with their learning.

Guidelines
In Victoria, education is compulsory for children aged between 6 and 17.
All students are expected to attend normal school hours (between 9.15am and 3.15pm) every school
day of each term.

Implementation


Teachers are to follow the Student Attendance flow chart
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Bendigo Special Developmental School
Student Attendance
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