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Rationale 
The rationale of the Discipline and Behaviour Management Policy relates closely with the College 
Mission Statement and the following Foundational Statements: 

Mission Statement 
“Charlton Christian College will strive to provide Christ-focused education of excellence, within a 
positive, creative, challenging and caring community.” 

Foundational Statements relevant to Discipline and Behaviour Management Policy 
The nurture and strengthening of each student in the Christian faith and lifestyle. 

The provision of a secure, caring, challenging and positive learning environment for each child. 

The instilling of Christian values that espouse responsibility, respect, reliability and reverence 
towards God, themselves and others in the community. 

The fostering of a cohesive and supportive Christ-centred community where teachers, parents 
and students work together for the greater good of each person. 

Purpose 
This document outlines the policies and procedures involved with behaviour management at 
Charlton Christian College (‘the College’). 

As a Christian College and a Christian community, we have a Discipline and Behaviour Management 
Policy to 

1. bring honour and glory to God; 
2. assist students to realise their full potential as individuals uniquely created in the image of 

God; 
3. provide guidelines for the orderly functioning of day-to-day operations of the College 

community; and 
4. provide a framework for parents/carers and teachers to use in directing and encouraging self-

discipline for all students. 

Scope 
1. The Discipline and Behaviour Management Policy applies to all students enrolled in any section 

of the College. 
2. Staff at the College have roles and responsibilities pertaining to the Discipline and Behaviour 

Management Policy. 

Preface 
1. Students are actively encouraged to enter into a personal relationship with God through the 

atoning and redemptive work of the Lord Jesus Christ. 
2. Emphasis is therefore placed on loving and serving Him and fulfilling the biblical principle of 

“Do unto others as you would have them do unto you.” 
3. As a Christian College we place value on repentance, restitution and forgiveness.  Therefore, 

every effort will be made to support students who genuinely repent of their misdemeanors and 
demonstrate a willingness to rebuild and restore their relationship with the other party or 
parties. 
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Disclaimers 
1. Corporal Punishment is not used or condoned within the College precincts. The College’s 

Discipline Policy which follows does not use or suggest the use of corporal punishment.  
2. We do not implicitly or explicitly sanction the administering of corporal punishment by non-

school persons, including parents, to support College discipline. 

Beliefs 
1. Charlton Christian College should put into practice the Lord’s commands.  John 13:34-35 

“…As I have loved you, so you must love one another. 

By this all men will know that you are my disciples, if you love one another.” 

2. Central to the purpose and philosophy of Christian schooling is the notion of Discipleship.  It is 
our desire to see young people develop in a holistic manner and in so doing achieve their God 
given potential spiritually, academically, physically and emotionally.  It is with this as our 
foundation that we have developed an approach to behaviour management that reflects a 
Christian World view.  This worldview recognises both the realities of God’s judgment and His 
grace and which relies upon the redemptive work of Christ. In short, we are seeking to put in 
place an approach to discipline which acknowledges the developmental stage that our students 
are in and that brings about transformation. 

3. Discipline for transformation is an approach that requires time, energy and an awareness of the 
individual’s circumstances.  It is a consistent approach that acknowledges that each individual 
is unique and will respond to varying circumstances and consequences. The process will 
incorporate both a willingness to listen and the certainty of appropriately considered 
consequences. A clear example of this model is found in scripture (John 8:1-11) when Jesus 
encounters a women caught in the act of adultery. As the women is dragged before Jesus and 
the law is put before her she is found guilty. Jesus is challenged to apply the Mosaic Law which 
states that those guilty of adultery should be stoned to death. His response is extraordinary 
and leads to a transformed life. Sin is acknowledged, guilt found and redemption offered. 

4. It is our desire to lead students to become more like Christ, by adopting a model committed to 
bringing about transformation in a student’s life. We are ultimately in the practice of making 
disciples. 

5. A Christian community is characterised by quality of relationships. Our first relationship is with 
our Heavenly Father and the strength of other relationships flows from this. Discipline is one 
aspect of these community relationships. 

6. Discipline is a responsibility shared by those who have authority and is based on agreed 
standards of behaviour and on legitimate authority. 

7. Discipline is more than: 

a. unreasonable fear 

b. following orders 

c. exercise of power 

d. oppression or manipulation 
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8. As a Christian community we are aware that without Christ we cannot be righteous. Our fallen 
nature sees us fall short of God’s perfection. This is shown in problems and broken 
relationships.  Discipline involves looking for and dealing with these problems as an opportunity 
for Christian growth. 

9. A small number of children find it difficult to choose acceptable options in community 
behaviour.  In such cases, the outworking of justice will mean the provision of consequences 
which are perceived as quite unpleasant by the child.  We believe that our students should hear 
the following message from each of us: 

“I am willing to love you and become involved with you.  I want our relationship to be unconditional and 
long term.  I want you to be successful.  You will always be accepted by me and, even though I may not 

be able to accept your behaviour sometimes, you will never be abandoned or rejected by me.  I will 
continue to love you.” 

10. We accept that the distinctive nature of our Christian community will be shown in the manner 
in which we deal with problems.  We will avoid hypocrisy in dealing with problem behaviour and 
will look upon it as a challenge to apply biblical principles, and to act in ways which are radical 
and different to worldly ways. 

11. We believe that effective behaviour management relies on effective relationships between 
students, staff and parents/carers. The ideal type of behaviour management is self-managing 
behaviour with all actions resulting from a love for God, others and oneself. (Matthew 22:37-
40). The notion of self-control is in line with biblical principles and the fruit of the spirit as found 
in Galatians 5:22 and 23. The College makes the commitment to work together to provide for 
every person in the Charlton Community: safety, acceptance, justice and opportunity to learn. 
These simple commitments are the overarching principles which determine the Behavioural 
Management practices of the College. 

12. Where a student’s behaviour continually undermines or prevents the achievement of these 
commitments, either inside or outside the classroom, then the Principal may withdraw the 
enrolment of that student. 

Philosophy 
An effective Behaviour Management policy is based on a clear set of beliefs and values, as 
outlined above.  It is also based on sound and universally understood philosophy.  

Elements of philosophy 

The key elements of our philosophy include: 

1. positive behaviour must be promoted and negative behaviour discouraged; 
2. behaviour needs to be understood; 
3. expectations need to be reasonable, manageable and clear; 
4. inappropriate behaviour needs to be prevented and minimised; and 
5. effective and appropriate solutions need to be generated. 

Philosophy of community 

It is desired that, through such policies, Charlton Christian College becomes a community: 

1. where personal acceptance is never in doubt; 
2. where relationships are based on love, respect and servant leadership; 
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3. where proper authority is established in action and is respected; 
4. which is orderly and organised to be effective for learning; 
5. where response to student behaviour is appropriate and consistent and where consequences 

are just, progressive and predictable; 
6. foster right choices based on the development of positive heart attitudes; and 
7. where the environment is proactive and one which encourages responsibility and 

accountability in relationships. 

Philosophy about the relationship between students, staff and parents/carers 

It is extremely important for teachers to create opportunities to establish positive relationships with 
students.  

We are reminded that all are made in God’s image and that God cares intimately for all of us (Luke 
12:7).  While some behaviours are unacceptable in the College community, it is important for 
teachers to separate the behaviour from the inherent value of the individual. All behaviour 
management procedures should maintain the honour and feeling of self-value of the individual. 

Central to the notion of successful schooling at Charlton Christian College is ‘Partnership with 
Parents/Carers. Parents/Carers are recognised as the primary educators of students.  Staff and 
parents/carers must work at effective communication and involvement at all steps in the behaviour 
management process. 

The frequency of low level positive and negative behaviours makes it impossible for teachers to 
communicate every instance with parents/carers. However, it is expected that teachers will 
communicate with parents/carers as much as possible to keep them informed of steps taken, to 
seek their support and give encouragement. 

Aims 
The aims of this policy are to restore relationships: 

1. individual to God; 

2. individual to those in God-given authority (Parents/Carers, teachers, etc.); and 

3. individual to fellow students (Proverbs 6:23). 

All behaviour management practices are applied in the context of a caring and supportive 
environment where justice and mercy meet. 
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Principles 
The College’s beliefs, philosophy and aims described above underpin five key principles that inform 
the College’s Behaviour Management practices, Code of Conduct and its routines and rules. 

These principles are: 

1. Shared needs, rights and responsibilities:  All members of the Charlton Christian College 
community share some common needs, rights and responsibilities. 

2. Understanding behaviour in context:  Behaviour needs to be understood in the context in 
which it occurs. 

3. The use of fundamental strategies:  Fundamental strategies should be understood by all staff 
and reflect and support the values. 

4. Procedures for implementation:  The roles of those involved, as well as the stages, processes 
and procedures to be followed in implementation need to be clear for all involved. 

5. Documentation:  Documentation is an essential part of quality communication. 

 

Principle 1: Shared needs, rights and responsibilities 

All people have basic human needs or rights including dignity, safety, love and a sense of belonging.  
For these needs and rights to exist, all people have responsibilities. It is our desire that students 
will exercise their responsibilities without intervention. Rules protect our needs and rights and are 
in place because our fallen nature is contrary to a life led by the Holy Spirit, which would 
automatically allow for harmonious community living. (Romans 8:1-17; Galatians 5:16 - 26) 

Where possible, students should be led to an understanding of the biblical concepts that lead to 
our school rules. (Matthew 22:37-40 and Philippians 2:3-7) 

Rights 

Members of the Charlton Christian College community share some general rights: 

1. to be treated respectfully and fairly; 
2. to work, play, interact and learn in a quality, positive, clean and safe environment; 
3. to communicate openly and develop relationships with others in the College Community; and 
4. to be involved in the education process. 

 
Responsibilities 

Members of the Charlton Christian College community share some general responsibilities: 

1. to be respectful, courteous and fair to others; 
2. to contribute to a positive College environment;  
3. to communicate by listening and responding appropriately and seeking to build and maintain 

positive relationships with all other members of the College community; and 
4. to contribute to a quality education process by active personal involvement and to allow others 

to participate in learning by meeting expectations identified later in this policy. 

Expectations of all community members at the College are based on these mutual rights and 
responsibilities. Specific expectations are detailed under Principle 3:  "Fundamental Strategies" 

Principle 2: Understanding behaviour in context 

Behaviour does not occur in isolation. Students and teachers bring family values, as well as recent 
emotional and physical experiences to school with them. When we observe behaviour, we need 
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always to ask, “What is the context in this situation?  Our responses to the situation need to take 
this context into account. 

Principle 3: The use of fundamental strategies 

Principles 1 and 2 underpin Principle 3.  

Two fundamental strategies are used for developing quality behaviours at Charlton Christian 
College. 

A. Establishing expectations 

B. Use of preferred practices: 

 

Fundamental Strategy A Fundamental Strategy B 

 

 

 

 

 

 

 

 

 
 

 

 

Strategy A:  Establishing specific expectations 

Behavioural expectations which are clear, explicit and appropriate promote desired behaviours and 
standards and protect the rights of individuals. 

Our expectations are summarised globally in the Student Code of Conduct and in a table of explicit 
expectations below: 

Student Code of Conduct  

A high standard of dress, behaviour, attitude and responsibility is expected from all students 
attending the College. Behaviour occurs as a result of choices. Therefore each person is 
responsible and accountable for his/her own actions.  

The Code of Conduct which provides the foundations for a well-ordered school: 

1. Respect God 
In all you do, seek to honour and obey God. The great commandment in Matthew 22v34-40 
says “Love the Lord your God with all your heart, with all your soul and with all your mind.” 

2. Respect The Staff 
Follow their instructions, address them politely, and seek their help in learning.  

Establish specific 
expectations of 
behaviour 

 in class 
 in the playground 
 in public 

which are then 
acknowledged, 
adopted & 
encouraged, 
promoted & 
responded to 
by: 

Use of preferred practices: 

1. Establishing maintaining & 
rebuilding relationships 

2. Encouraging of positive 
behaviour & discouraging 
negative behaviour 

3. Preventing & minimising 
undesirable behaviour 

4. Using the language & 
techniques of “positive 
correction” 

5. Setting & implementing 
appropriate consequences 

Positive 
behaviours 

which are 
reinforced by 

result in 
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Titus 3v1 “Remind your people to submit to rulers and authorities, to obey them, are to do 
good in every way.”  

3. Respect Your Fellow Pupils  
Be helpful whenever you can. Don’t cause fights and don’t do anything that might cause 
injury. Seek to support and encourage each other.      

1Thessalonians 5v11 “Therefore encourage one another and build one another up, just as you 
are doing”. 

4. Love and Serve Others 
Because of our appreciation for the loving sacrifice of Christ, we want to honour Him in all that 
we do. Loving and serving others is a way that we can demonstrate our love for God and our 
thanks to Him. 

Philippians 2:7-8 Christ was humble. He obeyed God and even died on a cross.  

5. Speak The Truth  
Be honest in all situations and never make up lies about others.  

1 Peter 2v1 “Rid yourselves, then, of all evil; no more lying or hypocrisy or insulting language". 

6. Learn All You Can  
Make up your mind to pay attention to your work, join in school activities and develop your 
skills during your school years.  

Proverbs 23v12 “Pay attention to your teacher and learn all you can”. 

7. Respect The Property Of Others Including School Property 
Don’t steal or damage others’ property and be sure to hand in lost property. Don’t deface 
College property. 

Exodus 20 v15 “Do not steal”. Proverbs 21v3 “Do what is right and fair; that pleases the Lord 
more than bringing Him sacrifices”. 

8. Earn Charlton Christian College A Good Name  
Dress properly, behave well, respect visitors, play sports fairly, do your best in all school 
activities.  

1 Timothy 4v12: “Do not let anyone look down on you because you are young; but be an 
example for the believers in your speech, your conduct, your love, faith and purity”.  

9. Be In The Right Place At The Right Time With The Right Equipment 
Never miss school, or any lesson without proper permission, and always be in bounds. Always 
bring the right equipment to each lesson.  

James 4v17 “Whoever knows what is right to do and fails to do it, for him it is sin”.  

10. Have The Right Attitude  
In all you do be gracious and loving, showing Christian qualities. Philippians 2v5 “Your 
attitude should be the same as that of Christ Jesus.” 

This code can be summarized in the following 4 R’s  

• Reverence for God: 
• Respect for Others:  
• Reliability:  
• Responsibility 

Students, staff and parents/carers work together to establish the expectations of this code in 
class, the playground and in public. 
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The expectation of this code apply whenever the student is in uniform, as this signifies that 
she/he is a representative of the College. In practice, this means from when the students leave 
home until they return. 

 

11. Wise use of technology 

Charlton aims to provide a safe place of learning and personal growth. We desire to use 
technology to further the learning experiences and connection in positive and appropriate ways. 
We also want to teach them responsible ownership of technology and understand its capacity 
to enhance and harm their lives as well as the lives of others. As an example of these principles 
in action, there is a balanced use of laptops and notebooks, the College internet is filtered and 
mobile phones are not to be used in school hours 8:20am – 2:52pm. 

 

Specific expectations 

The following table contains examples of specific expectations of secondary students, staff and 
parents/carers at Charlton Christian College. This list is not exhaustive and needs to be used as a 
guide. 
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Table 1: Specific Expectations 

 STUDENT EXPECTATIONS STAFF EXPECTATIONS PARENTS/CARERS EXPECTATIONS 

1.
 

EN
G

AG
ED

 L
EA

RN
IN

G
 T

IM
E 

 be punctual to school, PC and all classes 
 be committed to active learning in lesson time  
 be committed to active learning in homework time 
 be prepared to engage the teacher when problems 

are experienced 
 seek to develop time management skills, especially 

with exam and assessment preparation 
 catch up, in own time, on all work or assessment 

missed through non-attendance  

 be punctual to school, PC and all classes  
 communicate  clear learning goals for lessons 
 be committed to making homework relevant to current learning 
 be available to students if problems are experienced in class 
 be committed to designing lessons that promote engagement 

and active learning 
 make relevant differentiation/adjustments to meet student 

needs 
 model effective time management skills 
 teach time management as an integral part of each subject area 
 assist students to develop effective examination preparation 

routines 
 check for understanding and adjust plans in response to this 

check (feedback) 
 monitor student behaviour and application, and apply 

appropriate consequences 
 be aware of student absences and assist students to minimise 

the impact of said absences 

 support the importance of punctuality to 
school 

 reinforce time committed to learning 
and homework 

 avoid disruptions to student attendance 
at school 

 reinforce, model and support school 
expectations 

 assist children to develop and maintain 
weekly planners to meet all 
commitments 

 support the College expectations that 
students catch-up any work missed due 
to  absences 

2.
 

PR
EP

AR
ED

N
ES

S 
& 

PU
N

CT
U

AL
IT

Y 

 have knowledge of subject specific requirements 
(materials, etc.) and consistently meet these 
requirements 

 bring to all lessons the correct materials required 
including charged laptops (Y7-12) 

 be on time and ready to learn before lessons begin 
 submit all assessment items on or before the due 

date 
 communicate early with your teacher if you are 

having difficulty meeting a deadline 
 use recess and lunch breaks to attend to personal 

matters 

 gain attention of students, articulate purpose and  give clear 
instructions within lessons  

 manage lessons and pack-up/clean-up time so that students are 
dismissed from class on time 

 establish and consistently apply consequences where students 
do not meet expectations 

 assess and return work within a reasonable time frame (within 2 
weeks) 

 be aware of whole-school policies, procedures and routines to 
assist students in meeting expectations  

 model high standards of punctuality and preparation 
 use recess and lunch breaks to attend to personal matters 

 ensure students are at school by 
8:40am (MS/SS) or 8.50 (JS) and, are off 
campus by 3:10pm, except when there 
is a supervised event or College-
arranged supervision after school. 

 ensure students have all appropriate 
equipment or materials 

 establish home routines to ensure 
preparedness 

 ensure arrival at school before start of 
time-tabled lesson 

 understand children’s study 
commitments and be prepared to 
communicate with teachers when 
problems arise 

 assist students to effectively manage 
out of school commitments with school 
work expectations 
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 STUDENT EXPECTATIONS STAFF EXPECTATIONS PARENTS/CARERS EXPECTATIONS 

All communication should take into account the rights of, consequences for, and well-being of all individuals and the College itself. 

3.
 

LA
N

G
U

AG
E 

& 
CO

M
M

UN
IC

AT
IO

N
 

 communicate in an appropriate and respectful 
manner in line with school expectations in the 
following ways: 

 be prepared to greet adults in the appropriate way 
and engage them in conversation 

 alert parents to documentation including permission 
notes and information sent by College   

 always seek to be positive and uplifting to others 

 establish classroom expectations and display them in a 
prominent place in the classroom 

 model appropriate language and means of communication 
including greetings 

 be prepared to correct and remind students of acceptable 
language and communication standards 

 apply appropriate consequences (as per the Behaviour 
Management policy) 

 follow appropriate procedures for communication with the 
school community 

 always seek to be positive 
 be aware of formal school communications and discuss these 

with students where relevant (e.g. camp and excursion letters 
sent via email ) 

 document all attempted significant parents contact on 
appropriate forms or Spider records 

 reinforce school expectations through 
encouraging and modelling appropriate 
language 

 be responsible for reading and acting on 
all official communication from the 
school 

 model appropriate conflict resolution  
 discuss concerns and issues with the 

appropriate College staff in the first 
instance 

 ensure contact details are kept up to 
date 

4.
 

PE
RS

O
N

AL
 

PR
ES

EN
TA

TI
O

N
  wear the appropriate school uniform for the specific 

activity/occasion well 
 demonstrate pride in self and the College by 

maintaining a high standard of personal 
presentation, grooming and hygiene at all times 

 ensure that all aspects of the uniform code 
(including mufti) are adhered to 

 

 model a high standard of dress and appropriate standard for the 
particular occasion and be aware of the College policies, rules, 
procedures, general appearance and dress regulations  

 have high expectations of students in this regard and apply 
appropriate consequences when expectations are not met (Refer 
to later in this Policy) 

 be pro-active in ensuring that students are appropriately dressed 
for the particular activity 

 ensure children are wearing the 
appropriate school uniform for the 
specific activity/occasion in line with 
the College rules, procedures, general 
appearance and dress regulations 

 support a high standard of personal 
hygiene and presentation 

 comply with specific presentation and 
uniform requests from the College 
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 STUDENT EXPECTATIONS STAFF EXPECTATIONS PARENTS/CARERS EXPECTATIONS 
5.

 
H

O
M

EW
O

RK
 &

 A
SS

ES
SM

EN
T 

 have a Homework Diary in every lesson 
 conscientiously record all homework given 
 actively complete all set homework   
 list assessments in planner  
 complete work by due day/date 
 complete work to the best of your ability 
 communicate proactively with your teacher any 

exceptional circumstances which may prevent you 
from completing homework and have this validated 
through communication from parents/carers 
 

 

 regularly and consistently set appropriate homework (both 
content and amount) in alignment with relevant College policies 

 ensure that students understand clearly the homework 
expectation 

 ensure homework is relevant to and enhances learning 
 routinely check that homework is being completed by all 

students  and review/correct  it 
 be aware of and responsive to exceptional circumstances 
 implement appropriate, timely and consistent consequences for 

failure to complete homework 
 have an awareness of time guidelines for homework and 

assessments as outlined in student diaries  and Homework 
Policy) and the Assessment Calendar. 
 

 

 be aware of school policy/expectations, 
including use of HQ 

 exchange information on how to 
assist/support students 

 be fully aware and supportive of 
consequences 

 be responsive to communication from 
the school 

 routinely check that children are 
completing homework 

 communicate, with teachers, any 
exceptional circumstances which may 
prevent children from completing 
homework 

 talk about homework expectations with 
their child 

 utilise the homework diary/blue folders 
where appropriate to gain or 
communicate information 

6.
 

Q
U

AL
IT

Y 
O

F 
W

O
RK

 

 always strive to do your very best work 
 record requirements for set work in student diary 

and plan to have it completed by due date 
 have a good knowledge and understanding of 

criteria based standards and expectations and strive 
to meet these as appropriate 

 faithfully and diligently complete work in accordance 
with the advice and expectations of the teacher 

 provide and model clear, concise, subject specific guidelines on 
quality work expectations 

 give clear and unambiguous instructions to students about the 
quality of work expected  

 regularly monitor student work and give constructive  feedback 
about ways to improve 

 provide examples and model best practices so that students can 
be aware of the standards expected 

 establish classroom consequences for failure to meet set 
expectations  

 be aware of and support subject 
specific requirements 

 be aware of and support the application 
of consequences 

 model and reinforce the need for quality 
work 

 communicate with relevant teachers, 
any difficulties, prior to the due date 
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 STUDENT EXPECTATIONS STAFF EXPECTATIONS PARENTS/CARERS EXPECTATIONS 
7.

 
BE

H
AV

IO
UR

 
 be aware of and endeavour to meet all College 

expectations in terms of behaviour 
 be aware of and consistently meet the behavioural 

expectations of the College  
 follow promptly and respectfully, all directions given 

by Staff members 
 be responsible for own behaviour  
 accept consequences of own behaviours 
 refrain from any behaviour that will have a negative 

effect on another student or member of staff 
 refrain from any behaviour that is likely to diminish 

the reputation of the College in the community 

 have knowledge and understanding of all aspects of the College 
Behaviour Management Policy 

 act immediately and decisively where breaches of the Code of 
Conduct occur 

 encourage and model good manners and respect for all members of 
the class 

 role model appropriate standards of behaviour in all on-site and off-
site situations and outside of work hours as well as per conditions of 
employment 

 be pro-active in assisting students to meet expectations  
 apply appropriate consequences based on consistency, fairness and 

equity 
 assist students to modify inappropriate behaviour 
 document Categories 2 - 4 
 use email, phone or the  student diary to 

(a) communicate with Parents/Carers  
(b) monitor students’ arrival and departure to class 

 be fully aware of, and support the 
high standard of student behaviour 
expected 

 reinforce and support school 
expectations 

 support consequences of school’s 
Behaviour Management Policy 

 model appropriate behaviour 
 encourage children to be positive 
 use email, phone or the student 

diary to communicate with staff 
 follow appropriate channels of 

communication 

8.
 

LE
AD

ER
SH

IP
 &

 
IN

VO
LV

EM
EN

T 

 accept and support the Christian ethos of the 
College  

 support, and seek to demonstrate behaviour 
consistent with a Christian worldview in all aspects 
of College life 

 participate in activities that develop initiative, sense 
of responsibility, involvement, team membership, 
communication skills and service 

 be willing to participate in co-curricular activities 
 display pride in being a Charlton student through 

involvement, dress, behaviour and attitude 
 demonstrate a high level of community awareness 

and involvement 
 maintain a balance between academic, family, 

community and co-curricular activities 

 be a good role model by providing positive examples in terms of the 
broader College Aims and Objectives 

 provide opportunities for students to demonstrate leadership qualities 
 actively and proactively nurture leadership qualities such as taking 

initiative, responsibility, involvement, working in a team, 
communication skills and service 

 be supportive of students’ who are involved in co-curricular activities 
 actively demonstrate involvement and commitment to a church family 

 support child in upholding the 
expectations regarding leadership 
and involvement at the College 

 support the activities of the 
College parents groups 

 monitor the balance of child’s 
involvement in academic, family, 
community and co-curricular 
activities 

 communicate early with the 
College where commitment to any 
activity is likely to be compromised 

9.
 

M
O

BI
LE

 
PH

O
N

ES
 • do not have mobile phones visible or use them in 

school time between 8:20 – 2:52 pm without the 
express permission of staff for the purpose of 
academic learning. 

• proceed to the Student Services should you wish to 
make a call for any reason and seek permission to 
call on the College phone system.  

 

 do not use mobile phones in class or on duty 
 have knowledge and understanding of expectations of students 
 act immediately and decisively where breaches of expectations occur 
 encourage and model good manners and respect for all members of  
 be pro-active in assisting students to meet expectations  
 apply appropriate consequences as per Section B (Consequences) 

Category A - D 
 assist students to modify inappropriate behaviour 

 

support the College’s position that 
students benefit from removing the 
temptation and distraction of phones 
at school. 
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The expectations of behaviour are acknowledged, adopted, encouraged and responded to by using the preferred practices.  As such, the use of these 5 
Preferred Practices’ forms Strategy B below. 
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Strategy B: Use of 5 preferred practices 

The examples provided are considered to be the “minimum standards” for effective behaviour 
management at the College. 

1. Establishing, maintaining and re-building relationships by: 

a. learning student names quickly; 
b. setting classroom expectations and  rules; 
c. using and modelling conflict resolution strategies; 
d. focusing on behaviour, not the person or personality; 
e. valuing the individual and the learning community; 
f. establishing genuine interest in students; 
g. creating win-win situations in which student feels heard; 
h. resolving relationship breakdowns quickly after cool off time; and 
i. being consistent and fair. 

2. Encouragement of positive behaviour and discouragement of negative behaviour: 

a. acknowledging and encouraging appropriate behaviour; 
b. using a balance of intrinsic and extrinsic rewards; 
c. encouraging wide friendship groups; 
d. initiating communication between parents/carers and teachers of positive behaviours and 

successes, and communicating subsequent public recognition through assemblies and 
newsletters; 

e. giving specific positive affirmation; 
f. don’t overly focus on negatives; 
g. encourage and tease out better responses; 
h. being polite and respecting students as young adults; 
i. having a positive attitude; 
j. recognising students when they are having a go; and 
k. spreading compliments around and intentionally focusing on the quieter students; 
l. providing a reward system, including Achievement Certificates, diary entries, Achievement 

Certificates, canteen vouchers and Principal’s Awards etc. 

3. Prevention and minimisation: 

a. being aware of aspects of the physical and emotional environment that may catalyse 
unwanted behaviour and taking proactive actions to eliminate or minimise these; 

b. being thoroughly prepared and well-planned in terms of lesson design, strategies, materials 
and resources; 

c. being aware of all student needs and abilities and catering for these with differentiation, 
adjustments and individual management plans when necessary; 

d. remaining calm and using appropriate voice; 
e. scanning the class at all times to “see” all parts of the class; 
f. avoiding turning your back to students when helping small groups; 
g. being consistent with consequences; 
h. clearly establishing expectations; 
i. using “cool off” / “time-out” strategies; 
j. developing effective communication with all students/parents/carers/colleagues; 
k. implementing seating plans when necessary; 
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l. ensuring rooms are tidy, well ventilated, well lit, and orderly prior to entry; 
m. ensuring rooms are tidy and orderly prior to exit; 
n. establishing reasonable and logical routines for the beginning of lesson and for breaches 

of consequences; 
o. having clear expectations and directions for tasks; 
p. anticipating potential behaviour issues and addressing them before they occur; 
q. selective, purposeful ignoring; 
r. staying calm; 
s. redirecting attention; 
t. using humour appropriately; 
u. establishing relationships with home; 
v. identifying ‘at risk’ students and establishing relationship with them before there is trouble; 

and 
w. using consistent routines for each type of activity: whole class, individual and small group  

4. Language and techniques of positive correction: 

a. being direct with instructions; 
b. displaying and stating positive rules, e.g. “This is a quiet zone” rather than “No talking”;  
c. practising the language of correction strategies; 
d. using non-judgmental, ‘I’ statements rather than ‘you’ statements; 
e. being aware of, and monitoring, the volume and tone with which we speak and the position 

from which we speak from; 
f. providing positive acknowledgment – looking for something, anything that is positive; 
g. praising first; 
h. using a calm but firm tone; 
i. remaining objective; 
j. avoiding public humiliation or attack; 
k. making students aware of consequences; 
l. holding student back for quiet chat after lesson; and 
m. getting student’s to own their behaviour and to choose the correct behaviour as an 

alternative. 

5. Setting and implementing appropriate consequences: 

a. clearly communicating consequences to students, both individually and via Assemblies in 
a timely manner – no surprises!; 

b. matching consequences with misbehaviour; 
c. being consistent with implementation of consequences; 
d. implementing consequence in a timely manner so that they provide the best opportunity 

for appropriate lessons to be learned; 
e. considering the manner in which we implement – fair, calm, matter of fact; 
f. building early and quality communication with parents; if possible, prior to any issues 

occurring; 
g. operating with consistency, both with students, but also between staff so as to promote 

justice and fairness; 
h. giving explanations for consequences and why things are as they are; and 
i. using “do this” statements, in preferences to “do not”. 

 

See also Appendix 21 for a summary of behaviour management do’s and don’ts. 
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Principle 4: Procedures for implementation 

The roles of those involved, as well as the stages and processes to be followed in implementation 
need to be clear for all involved. Implementation of effective behaviour management relies largely 
on the definition, recognition and active promotion of behaviour that meets expectations and on 
the definition, recognition and management of behaviour that fails to meet them. 

Promoting behaviours that meet or surpass Charlton Christian College expectations: 

We need to build a school climate that enhances responsibility and co-operation by defining, 
recognising and actively promoting positive behaviour, by paying particular attention to: 

a. acknowledging positive behaviours; 
b. using positive intrinsic and extrinsic consequences; 
c. modelling of positive behaviours and  attitudes; 
d. building of positive relationships; and 
e. developing expertise in the application of the preferred practices. 

 
Managing behaviour that fails to meet expectations: 

Procedures for students: 

This policy identifies four categories of behaviour that fail to meet Charlton Christian 
College expectations: 

A. Breach of expectations 
B. Persistent breaches of expectations (in A) 
C. One-off significant misbehaviour, or breaches of academic integrity 
D. One-off serious misbehaviour 

For examples of each category, see the next section. 

Each category of behaviour involves common principles but different pathways and 
procedures. 

College Implementation Guide 
The K-12 Behaviour Management Implementation Plan is based on four categories of behaviour 
and four levels of intervention. 

Passage from one level to the next is to be in writing using the Referral form. 

Management of situations is passed on ONLY if resolution is NOT achieved. 

In all situations, information must be passed on to the relevant Stage Leader or Welfare coordinator 
who, when necessary, will feedback information to the PC Teacher. 
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Categories of negative behaviour (A – D) – (not mutually exclusive) and four Staff levels  
 

A. Low level / One off breach of expectations  B. Reoccurring or 
persistent low level 
breaches of 
expectations (in A) 

C. One-off significant misbehaviour, 
or breaches of academic integrity  

D. One-off serious misbehaviour 

1. uniform & presentation (range of issues - hair, hat, 
incorrect shoes, body graffiti, makeup, chewing gum, 
jewellery, nail polish, incorrect uniform, mobile 
phones) 

2. late to school without and/or parents explanation 
not in class in reasonable time 

3. main equipment/material including charged IT 
device not in class 

4. homework /classwork not completed 
5. interruption to lessons 
6. talking back / arguing  
7. reluctant to respond 
8. texting/calling/receiving text/calls on mobile phone 

in class or playground 
9. minor breach of computer contract, eg gaming / 

downloading music, sending messages crude or 
offensive conversations 

10. incidental inappropriate language in conversation 
11. rough or unfriendly play 
12. out of bounds   
13. failure to sign-out without a previous pattern of 

behaviour or without missing a class 
14. minor infringement off campus, eg  uniform 

breaches (includes public transport, bus stops and 
following, sports activities etc.) 

15. failure to attend a detention  
 

(typically after several “timeouts” 
using 1/2/3 Magic strategy in JS 
or at least 3 observed incidents 
and/or warnings in MS/SS) 

1. an outburst due to loss of control 
toward teacher/student 

2. overt swearing, intentional blasphemy 
3. refusal to follow reasonable direction 
4. deliberate damage to student/school 

property/graffiti 
5. cheating in exams, assessments etc  
6. plagiarism 
7. breaches of security on assessment 

pieces 
8. significant poor behaviour off campus 
9. harassment (verbal, physical, emotional, 

cyber, social, sexual, racial, bullying) 
10. deliberately jeopardising the safety of 

others 
11. opportunistic/impulsive theft 
12. inappropriate intimacy (eg physical 

touching, kissing) 
13. Use of another student’s username/ 

password with or without their 
permission 

14. disrespectful behaviour towards teacher 
in front of class 

15. truanting class (including sport) on 
campus 

16. taking video or photos of others without 
their knowledge or permission 

17. taking, appearing in, or posting 
videos/photos to social media in school 
uniform which challenge College values 
or breach expectations. 
 

1. Smoking/vaping on or off campus in 
school hours 

2. bringing onto campus, or being in 
possession of weapons or illegal 
implements 

3. consuming or providing alcohol or 
other illegal substances 

4. physical violence 
5. deliberate high level harassment 

(physical, emotional, cyber, social, 
sexual, racial, bullying) 

6. vilification of students or staff, 
particularly through social media, 
technology or the Internet 

7. public swearing or offensive 
statements to student/staff member 
on campus 

8. hacking – intentional defamation or 
deleting files swearing at 
teacher/student 

9. truancy or out of bounds off campus 
10. possession/distribution of 

pornographic material 
11. sexually explicit behaviour 
12. pre-meditated/repeated theft 
13. overt defiance towards Exec staff 

member 
14. seriously and deliberately 

jeopardising the safety of others 
15. serious damage to property 
16. category C No. 16 with sharing 

causing harm 
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A. Low level / One off breach 
of expectations  

B. Reoccurring or persistent low 
level breaches of expectations 
(in A) 

C. One-off significant misbehaviour, 
or breaches of academic integrity  

D. One-off serious misbehaviour 

    
Staff Member Level (class teacher) 

 Positive correction 
 Restate expectation 
  Short term job / 

consequence 

Staff member 

 
 

Parents/Carers             Student 

 

Diffusion, timeout and pursuit of 
resolution 

 Immediate response to 
student/situation 

 Firm statement of expectations 
 Refer immediately to HoS or DP 

Corrective Process 

1. Identify the behaviour to student 
2. Restate expectations 
3. Correct the behaviour at the point 

of time if possible 
4. Verbal statement of possible 

consequence 
5. Implement consequences as per 

Section B) 
 

See also App 11 

Corrective Process 

1. Use the 5 Preferred Practices 
1. Establishing, maintaining & rebuilding 

relationships 
2. Encouragement of positive behaviour & 

discouragement of negative behaviour 
3. Prevention & minimisation 
4. Using the language & techniques of 

“positive correction” 
5. Setting & implementing appropriate 

consequences 
2. Lunch Detention/Planning Room 
3. Contact & liaise with Parents/Carers 
4. Implement consequences 
5. Complete procedures (including 

detention slip or further documentation 
on behaviour report (See Appendix 15) 
and student behaviour record on Spider 

6. Liaise with Stage Leader or JS Welfare 
Leader 

7. Complete referral form (Appendix 16) 
8. If referral is accepted – pass to Stage 

Leader or JS Welfare Leader 
9. If referral is not accepted – Review and 

complete ALL tasks 1- 6 
 

Containment Phase 

1. Use the 5 Preferred Practices 
2. Speak quietly but firmly 
3. Diffuse situation 
4. Use time-out – removal of student from 

situation 
5. Seek assistance from colleague/Stage 

Leader/HoS or JS Welfare Leader  
6. Remove other students from situation 
 

Resolution Phase 

1. Meet with student to determine the nature 
of the situation 

2. Put behaviour into context 
3. As appropriate, have student undertake a 

Reflection Sheet (See Appendix 13) 
discuss with student, copy and send copy 
home with student to be returned to staff 
member and then stored as PDF in Spider 

4. Document incident on Spider if Reflection 
Sheet is not used 

5. Contact and liaise with Parents/Carers 
6. Implement consequence 
7. Complete procedures (including 

documentation of instances of 
misbehaviour on behaviour report (See 

Containment Phase 

1. Use the 5 Preferred Practices 
2. Speak quietly but firmly 
3. Separate students from others if 

applicable 
4. Seek assistance from colleague/Stage 

Leader/HoS or JS Welfare Leader  
5. Escort student, with any appropriate 

supporting evidence, to Administration 
6. Document incident on behaviour report 

(See Appendix 15) and student 
behaviour record on Spider 
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Appendix 15) and student behaviour 
record on Spider)  

8. If resolution cannot be reached, pass to 
the Stage Leader using Referral form (See 
Appendix16 ) 

 Go to  
 

Go to  
 

Refer immediately to HoS or DP 

Stage Leader Level 
 Corrective Process 

1. Check completion of referral form (See 
Appendix16) 
Referral accepted – Action 
Referral not accepted – Review and 
complete ALL tasks that need to be 
done before passing the matter on 

Action: 
1. Audit preferred practices used 
2. Liaise with appropriate personnel 
3. Contact and liaise with Parents/Carers 
4. Survey across classes and check 

Detention record (App 17) to determine 
if it is a more complex issue 

5. Determine consequence and liaise with 
Head of Sub-school whether use of a 
Single Day or Two Weekly Monitoring 
card (see App 10, 9) should be used 

6. Implement Monitoring on Green Card 
7. If behaviour still unacceptable, 

complete Referral form (See Appendix 
16)  and meet with Head of Sub-school 
to pass on case management  

Containment Phase 
1. Use the 5 Preferred Practices 
2. Speak quietly but firmly 
3. Diffuse situation 
4. Use time-out – removal of student from 

situation 
5. Seek assistance from colleague/Stage 

Leader/HoS or JS Welfare Leader 
6. Remove other students from situation 

Resolution Phase 
1. Meet with student to determine the 

nature of the situation 
2. Put behaviour into context 

1. As appropriate, have student 
undertake a Reflection sheet (See 
Appendix 13) discuss with student, 
copy and send copy home with 
student to be returned to staff 
member and stored as PDF in Spider 

3. Document incident on Spider  if 
Reflection sheet is not used 

4. Contact and liaise with Parents/Carers 
5. Implement consequence (and inform 

teachers if internal suspension) 
6. Complete procedures (including 

documentation) 

 

 Go to 
 

Go to 
  

Head of Sub-School Level 
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1. Meet with Stage Leader. Check completion of referral form and / or Detention 
record if student is up to Level 2 (See Appendix 16) and the adequacy of Green 
Cards and documentation 

• Referral accepted – Action as per 2 
• Referral not accepted – Stage leader  to review and complete ALL tasks that 

need to be done before passing the matter on 
2. Meet with student and carers and implement Yellow Monitoring Card.   
3. Inform and/or engage Principal in the meeting as appropriate 

1. Meet with student to determine the nature of the situation 
2. Put behaviour into context 
3. As appropriate, have student undertake a Reflection Sheet (See Appendix 13) discuss 

with student, copy and send copy home with student to be returned to staff member 
stored as PDF in Spider 

4. Liaise with Stage Leader 
5. Liaise with Parents/Carers 
6. Individual counselling or student referral to specialist staff 
7. Referral to external specialists 
8. Re-clarification of goals/desired outcomes 
9. Internal suspension (and inform teachers if internal suspension) 
10. Liaison with Deputy Principal and external suspension 
11. Implement consequence 

Go to  
Deputy Principal Level 

1. Implements one or more of the options listed above and places child on a Level 3 (Orange) Monitoring Card for 2 weeks 
2. Meet with student and carers  
3. Notify the carers that this is the last step before Level 4 which will look at the question as to whether Charlton is suitable for  this child  

Go to  

Principal Level 
1. Implements one or more of the  options listed above and places child on a Level 4 (Red) Monitoring Card for 2 weeks 
2. Meet with student and carers  
3. Ask student/parents/carers to reconsider whether Charlton is suitable for this child and to consider whether the child would benefit from a fresh start at another school. 
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Section B – Automatic consequences (unless extreme context demands so) (See also App 1, 2 & 11) 
 

BEHAVIOURS THAT GENERATE A MINIMUM AUTOMATIC CONSEQUENCE CATEGORY INITIAL MINIMUM CONSEQUENCES 

Category A:  Breach of Expectations 
A1 Uniform & presentation (range of issues – hair, hat, 

incorrect shoes, body graffiti, makeup, chewing gum, 
jewellery, nail polish, incorrect uniform, mobile phone 
sighted or in use between 8:20am – 2:52pm) 

A Verbal redirection, teacher’s own consequence or lunch-time detention  
Make-up: Removal of make-up 
Use ‘Uniform Issue’ form or contact parents by phone or email. 
Hair: PC teachers use ‘Uniform Issue’ form or contact with parents by phone 
or email. 
 If not within guidelines on day specified after contact with home, student has 
choice of being sent home by parents, doing an Internal Suspension or cutting 
hair to within guidelines before returning to class. Parents may be contacted 
by Stage Leader, Head of Sub-school or Deputy Principal. 
Jewellery: Confiscate until end of term. Items to be placed in envelope and 
passed to Student Reception. 
Shoes: Swap shoes for correct ones at Student Reception at beginning of the 
day. Issue Lunch Detention/Planning Room. Student to receive their shoes 
back when the College pair is returned AND they are wearing the correct 
shoes (see App 14) 
JS PC teachers to follow up uniform issues 
Mobile Phone:  
• Warning, then confiscation to Student Services until end of the day and 

lunch-time detention. 
• Note in Student Diary. 

A2 Late to school A Record as L (late) on roll 
A3 Not in class within reasonable time A Teacher implements their own consequence e.g, paper pick up  

Note in diary for repeat offenders 
A4 Main equipment/material not in class  A Teacher implements their own consequence e.g, paper pick up 
A5 Homework not completed A Teacher’s own consequence: Maximum equivalent to a lunch-time detention 

 
A6 Classwork not completed A Teacher’s own consequence: Maximum equivalent to a lunch-time detention 

 
A7 Interruption to lessons A Teacher implements their own consequence e.g, paper pick up, relocation, 

time out  
A8 Talking back / arguing A Teacher implements their own consequence e.g, paper pick up, relocation, 

time out  
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A9 Reluctant to respond A Teacher implements their own consequence e.g, paper pick up, relocation, 
time out 

A10 Texting/calling/receiving text/calls on mobile phone in 
class 

A Warning, then confiscation. 
Phone given to Student Office until end of the day. 
Note in Student Diary. 

A11 Minor breach of computer contract, eg gaming / 
downloading music, sending messages 

A Teacher implements their own consequence e.g, Network Rights reduced 

A12 Crude or offensive conversations or name calling A Teacher implements their own consequence e.g, paper pick up, dictionary 
exercise 

A13 Incidental inappropriate language in conversation A Teacher implements their own consequence e.g, paper pick up, dictionary 
exercise 

A14 Rough or unfriendly play A Teacher implements their own consequence e.g, paper pick up, time out of 
play 

A15 Out of bounds on campus: A Teacher implements their own consequence e.g, paper pick up 
A16 Failure to sign-out without a previous pattern of behaviour 

or without missing a class 
A Teacher implements their own consequence e.g, paper pick up 

A17 Minor infringement off campus, eg uniform breaches 
(includes public transport, bus stops, sports activities etc.) 

A Teacher implements their own consequence e.g, paper pick up 
Refer transport matters to DP 

A18 Failure to attend a Detention/Planning Room A-B Referred to Stage Leader/HOS and given another Detention/Planning Room if 
no legitimate reason 
Level 1 detention if the pattern continues 

Category B Persistent  Breach of Expectations 
B Persistent breaches of A category matters B Detention/Planning Room 
B Late to school if repeated 3X B Lunch Detention/Planning Room (given by Stage Leader/HoS) if repeated (3X) 

without legitimate reason 
B Persistent breaches of uniform B  Internal Suspension or sent home until rectified 
Category C: One-off significant misbehaviour, or breaches of academic integrity 

C1 An outburst from loss of control toward teacher/student 
 

C Send student outside of room for a short period to calm down and get control, or to 
the Student Office with a referral to the Stage Leader (see App 12) if the student is 
unable to calm down 

C2 Overt swearing, intentional blasphemy C Lunch Detention/Planning Room 
Internal Suspension / Level 1 Detention 

C3 Refusal to follow reasonable direction C Lunch Detention/Planning Room 
Internal Suspension / Level 1 Detention 

C4 Deliberate damage to property/graffiti C Repair/Reparation/Remove and detention 
Internal Suspension for more significant vandalism 
Parents/student billed for repair 
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C5 Cheating in exams, assessments etc C KLA Leader or DoS and Stage Leader to be informed for consequence, eg repeat 
similar exam, grade deduction (see policy) 

C6 Plagiarism C KLA Leader or DoS and Stage Leader to be informed for consequence, eg repeat 
assessment, grade deduction (see policy) 

C7 Breaches of security on assessment pieces C KLA Leader or DoS and Stage Leader to be informed for consequence, eg repeat 
assessment, grade deduction (see policy) 

C8 Significant poor behaviour off campus (eg excursion, 
camp) 

C Internal Suspension / Level 1 Detention 

C9 Harassment (physical, emotional, cyber, social, sexual, 
racial, bullying) 

C Internal Suspension / Level 1 Detention 

C10 Deliberately jeopardising the safety of others C Internal Suspension / Level 1 Detention 
C11 Opportunistic/impulsive theft C Internal Suspension / Level 1 Detention 

Notify Police for significant item eg laptop, phone 
C12 Inappropriate intimacy (eg physical touching, kissing) C Internal Suspension / Level 1 Detention 
C13 Use of another student’s username/password with or 

without their permission 
C Internal Suspension / Level 1 Detention 

Network rights removed if done through IT 
C14 Disrespectful behaviour towards teacher in front of class C Internal Suspension / Level 1 Detention 
C15 Truanting class (still on Campus) C Level 1 Detention, ie Internal Suspension (Two lessons) 
C16 Taking video or photos of others without their knowledge or 

permission 
C Level 1 Detention, ie Internal Suspension (Two lessons) 

C 17 Taking or appearing in video or photos on social media while in 
College uniform 

C Level 1 Detention, ie Internal Suspension (Two lessons) 

Category C: One-off serious misbehaviour 
D1 Smoking /vaping on or off campus  D External suspension  

Parents/student meeting with P before returning to school for cases of external 
suspension  
Notify police 
Mandatory Counselling if appropriate 
Expulsion 

D2 Bringing onto campus,  or being in possession of,  
weapons or illegal implements 

D External suspension  
Parents/student meeting with Principal before returning to school for cases of 
external suspension  
Notify police 
Mandatory Counselling if appropriate 
Expulsion 
 

D3 Consuming or providing alcohol or other illegal 
substances on or off campus 

D External suspension  
Parents/student meeting with Principal before returning to school for cases of 
external suspension  
Notify police 
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Mandatory Counselling if appropriate 
Expulsion 
 

D4 Physical violence D Internal or External suspension  
(Context, severity and previous history dependent) 
Mandatory Counselling if appropriate 
Parents/student meeting with DP or P before returning to school for cases of 
external suspension 

D5 Deliberate high level harassment (physical, emotional, 
cyber, social, sexual, racial, bullying) 

A-D 
dependen

t on 
context 

See Bullying Policy 
External suspension  
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Notify police 
Mandatory Counselling if appropriate 
Expulsion 

D6 Vilification of students or staff, particularly through social 
media, technology or the Internet 
Vilification is the inciting of hatred, serious contempt or severe 
ridicule of others. It can take many forms, including hate-
speech, graffiti, websites and the distribution of propaganda or 
other forms of offensive literature. Vilification is behaviour that 
is a public act and incites others to hate, to have serious 
contempt for, or to severely ridicule individuals or groups. It is 
vicious and defamatory. 

D Internal or External Suspension 
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Network rights removed if done through IT 
Mandatory Counselling if appropriate - content and severity dependent 
 

D7 Public swearing or offensive statements to student/staff 
member on campus 
 
 

D Internal or External suspension  
(Content and severity dependent) 
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Counselling 
Network rights removed for a period of time  

D8 Hacking - intentional defamation or deleting files or 
equivalent malice 

D Removal from computing subjects and access to Charlton devices and BYOD 
network 
All computer privileges revoked either for a minimum of a term or permanently (at 
the Principal’s discretion). 

D9 Truancy or out of bounds off campus D Internal or External Suspension  
Parents/student meeting with DP or P before returning to school for cases of 
external suspension 
Level 2 Conduct Card  

D10 Possession of pornographic material D External suspension  
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
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Mandatory Counselling if appropriate 
 

D11 Sexually explicit behaviour D External suspension  
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Notify appropriate authority 
Mandatory Counselling if appropriate 
Expulsion 

D12 Pre-meditated theft D External suspension  
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Notify police 
Mandatory Counselling if appropriate 

 

D13 Overt defiance towards Executive member D External suspension   
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Level 2 Conduct Card 
 

D14 Seriously and deliberately jeopardising the safety of 
others 
 

D External suspension   
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Notify appropriate authority  
Level 2 Conduct Card 

D15 Serious damage to property D External suspension   
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Notify appropriate authority 
Level 2 Conduct Card 

D16 Taking video or photos of others without their knowledge 
or permission with sharing causing harm 

D External Suspension 
Parents/student meeting with DP or P before returning to school for cases of 
external suspension  
Mandatory Counselling if appropriate - content and severity dependent 
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College Consequences 
 Operation of the Lunch Detention/Planning Room system 

a. All students begin the new year on “Level 0” except for extraordinary circumstances where 
continued serious unsatisfactory behaviour was occurring at the end of the previous year. 

b. The formal consequence for repeated minor infringements such as uniform, lateness, no 
diary, incomplete homework, classroom disruption, rudeness etc is a “Lunch 
Detention/Planning Room” (for MS and SS students) (see App 1, 3) and a “Planning Room” 
(for JS students) (see App 1). Note: this is only after sufficient warnings and other 
consequences have been given such as moving seating position in the room, paper pick-
ups, writing lines etc. There needs to be a balance between ensuring consequences are 
given where they are truly needed and not “exasperating” students who may have genuine 
struggles to meet expectations (see Eph 6:4). There also needs to be a reasonable limit on 
how many students are being given Lunch Detention/Planning Rooms at once. If there are 
more than 5 detentions given at a time then teachers should make arrangements to 
supervise the students themselves rather than overloading the Detention Room. 

c. The Detention/Planning Room slip has two parts, the bottom carbon copy (blue) part for the 
student as official notification and the top (white) part for the issuing teacher to place in the 
Detention Slip Box in the Student Administration Office (as soon as possible after issuing the 
detention).  

d. The office staff will record the Detention on the student’s behaviour record on Spider and 
print a detention list from the current Detentions to be completed and send a list around to 
the classes at school with the student helper during Period 4 to remind students.  

e. Lunch Detention/Planning Rooms are held every day in Room S4 from the beginning of lunch 
time for 25 minutes and are supervised by a staff member. Planning Room is held in a Junior 
School classroom from the beginning of lunch time for 25 minutes and is supervised by a 
Junior School Stage Leader or Head of School. 

f. Students are to turn up on time (no more than 5 minutes late). 

g. Students on a Planning Room will need to complete a reflection form (App 20) to help them 
work through what they can do to improve their behaviour. Students on a Lunch 
Detention/Planning Room will copy out the Code of Conduct or other meaningful sayings. 
The Executive teacher on “roaming” duty for the day may collect some of the detention 
students and supervise/organise them for some clean up duty in the playground. For small 
numbers on detention, the Detention duty teacher may take all of the students for clean-up 
duty. 

h. The Detention/Planning Room duty teacher will tick off the names of those present on the 
Detention/Planning Room list. The office staff will collate and record the 
Detentions/Planning Rooms received and record the completed Detentions on the Spider 
system. 

i. The office staff will put a message in Daily Notices for students who have failed to turn up to 
detention to go to their Stage Leader or HoS on the following day to explain why they didn’t 
attend Detention. The Stage Leaders and HoS will also be emailed with these names to 
follow up. Pastoral Care teachers must send students who have received these reminders to 
the Stage Leader or HoS after their name has been marked off in roll call. Students will be 
issued with another detention if they have no legitimate reason for missing their detention. 
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Homework Help 

Students with class work or homework problems should be directed to the “Homework Help 
Room (L3), which will be available at lunch time to help them avoid getting an official Lunch 
Detention/ Planning Room for homework reasons. Staff who wish to use this system can place 
the names of students on the table in Daily Notices. The Life Centre duty teacher is to check the 
list and indicate on the table as to whether the students listed did turn up to complete their 
homework. In JS the Homework help room is also available before school from 8.30 to 8.50.  

There is and additional option for K-12 students after school in the Life Centre from Monday - 
Thursday 3-4 pm.  

Operation of the Level System 

a. Students who get a total of five lunch time Detentions (MS/SS) or three Planning Rooms (JS) 
within a term, or who repeatedly fail to turn up to detention without a good reason will go to 
“Level 1” Detention. Students who fail to turn up to Lunch Detention/Planning Room will still 
have to do their Lunch Detention/Planning Rooms as well as the Level 1 Detention. 

b. Students may also be placed directly on Level 1 by the HoS or DP for misbehaviour at a 
higher level, for being placed on in school suspension, or for being sent to the Stage Leader 
for excessive or continued misbehaviour after all other reasonable strategies have been tried 
(see App 2). A referral slip (App 16) must be completed by the classroom teacher with the 
details of the behaviour and strategies used. This will be given to the Stage Leader for 
investigation (or HoS if they are not available). The office needs to be informed when a 
student is placed on a Level 1detention, so it can be recorded on PC School records. 

c. Level 1 students will be required to attend a Level 1 Detention for 2 periods; Middle School 
during FUEL periods, Yr 9-10 during Elective class periods and Yr 11/12 students during 
Study Periods, depending on their timetable. Level 1 Detention may include writing out the 
Code of Conduct or a Reflection Sheet (App 7, 13) or school service such as playground 
clean up duty, helping empty bins or cleaning desks etc. 

d. Students on Levels will be listed in the weekly Charlton Chat for follow up by Pastoral Care 
Teachers. 

e. Students will be given a blue Level 1 Detention Slip (App 4) by the office staff/HOS as official 
notification of the Level 1 Detention. The same recording procedure will follow with the slips 
as with the Lunch Detention/Planning Rooms. 

f. A letter (App 5) will be emailed home by the office staff to inform parents when a Level 1 
Detention has been given and to indicate what areas of concern have led to the detention. 
The letter will also give notice that if a further Level 1 Detention is issued within the same 
term, the student will be placed on “Level 2”. Parents will be given the opportunity to discuss 
the matter if they wish. The school counsellor will be available to assist if desired. 

g. Students on a Level 1 may be placed on a green Monitoring Card (by the Stage Leader) if it is 
considered that this might help them manage their behaviour better. Stage Leaders are to 
inform the Student Office about this so it can be recorded in the student files. 

h. Students who have received their second Level One detention will go to Level 2. Students 
may also go directly to Level 2 for serious misbehaviour (eg fighting) or for anything that has 
led to an external suspension The office needs to be informed when a student is placed on 
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an external suspension, so it can be recorded on PC School records. Level 2 involves being 
on a Yellow Conduct Card for 2 weeks.  

i. Students who receive a total of three Level 1 Detentions in a term or who fail to improve on a 
Level 2 card will go to “Level 3”. They will go on an orange Conduct Card for 2 weeks, to be 
supervised by the DP. 

j. Students who continue to have problems on Level 3 will go up to Level 4 for 2 weeks. They 
will be required to attend an After School Detention (MS and SS only) or be suspended from 
school for a period determined by the DP/P. This may involve being on a Red Card which will 
be monitored by the Principal. Students on a Red Card will need to report to the Principal at 
least 3 times a day to have their card checked. Parents will be asked to meet and discuss the 
matter. The school counsellor will continue to meet with the student. 

k. Students who continue to have problems on Level 4 will be either asked to give reason as to 
why they should continue to be enrolled in the College. Further significant problems at this 
level are likely to result in expulsion. 

l. Students will go up to a higher discipline level if they receive too many “C”s (usually at least 
3) on the conduct card which they are currently completing. This will be at the discretion of 
the person who is monitoring the card at the time, in consultation with the person 
responsible for the next level up. 

m. Students also may be placed directly onto different discipline levels for certain serious 
offences or for an observed pattern of unacceptable behaviour (see Level categories). 

n. Students must work their way back down the levels once they have completed their card 
satisfactorily at the level they are on. Ie after completing a Level 3 card, a student must then 
complete a Level 2 card, and then will be back to Level 1. 

o. During term holidays, all students are taken down by one level, meaning that Level 1 
students are back to 0. 

p. There is some flexibility in this system for unusual individual student situations where it may 
be deemed best to take students off levels or put them onto levels without going through the 
normal process. In such cases, these decisions would be made in consultation with the HOS 
/ DP.  
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LEVELS OF DISCIPLINE 
Level Reason/s for Placement Outcome/s Consequence/s for 

Student 
Action/s by Staff 

0 All students commence school 
on this level 

All privileges of the school – e.g. 
excursions, are available to students 

Students are encouraged to display 
appropriate behaviour which supports 
school values 

 
1 
 

• 5 Lunch Detention (MS, SS) / 
3 Planning Rooms (JS) or  

• Repeated failure to attend a 
Lunch Detention/Planning 
Room or 

• Persistent breaches of low 
level expectations (Category B 
behaviour) or 

• One-off significant 
misbehaviour, or breach of 
academic integrity (Category 
C behaviour)  

Opportunity to change their behaviour 
Level 1 Detention (for two periods) 

Parents notified of level change in writing 
Student and parents advised of 
consequences should the student not 
respond at this stage 

Green 
Monitoring 

Card 

Staff believe that student would 
benefit from monitoring due to a 
pattern of observed 
misbehaviour 
such as a Level 1 Detention 

Behaviour monitored by the Stage 
Leader or JS Discipline Leader through 
Green monitoring Card with 
appropriate goals 

Student meets with Stage Leader to 
discuss Behaviour Management Plan 
Green Card to be monitored by Stage 
Leader or JS Discipline Leader 

 
 

2 
Yellow 
Card 

Student has had two Level 1 
Detentions or 
The problems are ongoing or 
serious in nature or 
Student has made minimal effort 
to improve; he/she consistently 
misbehaves in class(es), or in 
Playground disrupting the 
learning of others 

Behaviour monitored for 2 weeks by 
the Head of School through a Yellow 
Behaviour Card with appropriate goals 
Possible exclusion from excursions, 
sporting visits, etc, within and outside 
normal school hours at the discretion 
of the Head of School 

Student meets with Head of School to 
discuss Behaviour Management Plan 
Communication informing  parents and 
giving opportunity for meeting with Head 
of School  
Yellow Card to be monitored by Head of 
School 
Possible referral to Counsellor 

 
3 

Orange 
Card 

3 or more Level 1 Detentions 
Behaviour whilst on Level 2 has 
not significantly improved 
One-off serious misbehaviour 
(Category D) 

Behaviour monitored for 2 weeks by 
the Deputy Principal through an 
Orange Behaviour Card with 
appropriate goals 
Exclusion from excursions, sporting 
visits, etc, within and outside normal 
school hours 

Student meets with Head of School 
and/or the Deputy Principal to discuss 
Behaviour Management Plan 
Communication informing parents and 
giving opportunity for meeting with Head 
of School and/or Deputy Principal 
Orange Card to be monitored by Deputy 
Principal 
Referral to Counsellor 

 
 

4 
Red 
Card 

Behaviour whilst on Level 3 has 
not significantly improved. 
One-off very serious 
misbehaviour (Category D) 

Principal receives report(s) of all 
student behaviour and interventions 
used from Head of School and Deputy 
Principal 
Behaviour monitored for 2 weeks by 
the Principal through a Red Behaviour 
Card with appropriate goals 
Exclusion from excursions, sporting 
visits, etc, within and outside normal 
school hours  
Student and family expected to show 
cause why he/ she should continue to 
be enrolled in the school 

Deputy informs parents that student is 
moving to Level 4 and Exec Assistant 
arranges for meeting between student, 
family and Principal. 
Expectations for student behaviour are 
clarified 
Red Card to be monitored by Principal 
Referral to Counsellor 
 

Operation of Behaviour Cards 
Behaviour Cards operate as below: 

1. A Behaviour Card or Monitoring Card is given to certain students in the hope that through 
positive reinforcement, they will modify their behaviour to the benefit of themselves, other 
students and staff (see App 9).  One or more goals are set for the student to try to achieve 
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according to the behaviour which led to them being placed on the Behaviour Card. These are 
listed on the back of the Behaviour Card.   

2. Each classroom teacher is asked to grade the student on the Behaviour Card with an A, B or 
C, depending on their achievement of the goals set, as stated on the back of the Card: 

1. A = Excellent (no reminders to achieve goal(s)) 

2. B = Satisfactory (needed reminders, but responded) 

3. C = Unsatisfactory (was reminded, but didn’t respond) 

3. At a JS level, cards may be modified to ensure they are appropriate 

It is the responsibility of students to present the card to their supervisor at the start of each 
day and to their class teacher at the start of each period and to ensure that the Behaviour 
Card is signed by the class teacher for each lesson. Because it is often the forgetful 
students who are on Behaviour Cards, it is a good idea to begin the lesson by asking for 
Behaviour Cards to be presented by any students who may have them.  

4. Students on a Behaviour Cards should not to sit where they may get into trouble.  If the room 
is large enough, the best idea is to place such a student in a desk by themselves. 

5. Teachers sign and return the Behaviour Card at the end of the period.   

6. Teachers must follow the directions on the back of the card closely.  A ‘C’ should be given 
only when warnings have been repeatedly ignored.  Make sure that you inform students of 
exactly where things are up to if problems arise in their behaviour. For example, you might 
need to say ”I’m now having to remind you about this goal, which probably means I can’t 
give you an “A”. It will be very important for you to respond correctly now so I don’t have to 
give you a “C” and send you to the office for an In School Suspension.” Don’t just wait until 
the end of the period and then hit them with a “C”. If you do have to give the student a C, 
please write a brief description of behaviour which led to that decision. It is important to be 
honest in your assessment on the card so that there is an accurate tracking of how the 
student is really responding. 

7. If given a C, the student must immediately report to the Stage Leader (Green)/ HOS 
(Yellow)/DP (Orange)/P (Red).  Students must not remain in the classroom after he/she has 
been given a ‘C’.   

8. If a student arrives at a class having been given a C for the previous lesson, the teacher must 
ask the student to report directly to the Stage Leader (Green)/HOS (Yellow)/AP (Orange)/P 
(Red). 

9. Students receiving a C will normally be put on 2 periods of in school suspension. 

10. Pastoral Care teachers should check the Behaviour Card when possible to help encourage 
the student to modify his/her behaviour. The Pastoral Care teacher has a vital role in this 
area. 

11. The Behaviour Card must be looked after carefully by the student. If it becomes lost or badly 
damaged, a new card will be restarted from Day 1. 

12. If the Behaviour Card is left at home, the student will be required to report to the monitoring 
teacher for a replacement temporary card to use for the day and that day will not be counted 
towards the completion of the time required. 

13. The HOS/DP decides what happens when Levels 2 and 3 are completed. The Principal 
decides what happens at the completion of Level 4. Sometimes students will continue on a 
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card, sometimes not, depending on the record on the card and other information about their 
behaviour during that period. Students will drop back to the previous level on the system 
when they complete a level satisfactorily. However, they will then have to complete a 
Conduct Card for the level to which they have dropped to if they were on Level 3 (or higher) 
until they eventually get back to Level 1.  

14. Students are not to go out of the school to sport, on excursions etc if on Level 3 (Orange) or 
higher. It is up to the HOS whether they go when on Level 2 (Yellow). Please ensure that 
students are not given excursion notes if on Orange or higher. Do not lead them to believe 
that they can go “if they be good” when on Orange or higher. Students on Orange or higher 
will be on “notice” regarding attendance on camps and allowed to go only at the discretion 
of HOS / DP. 

15. Following a suspension from school, a parents meeting should be organised (See App 6). 
Students would normally be placed on a Behaviour Card at Level 2 (or higher) following a 
external suspension  

Discipline and Behaviour Management in Junior School 
Most of the general principles above are relevant to the discipline and management of JS 
students. 

More specific details of procedures in JS are found on App 18-20. 
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APPENDICES 
 

Examples of all forms and other useful resources used in conjunction with the Behaviour 
Management Policy are included. 

Appendix 1 
Examples of behaviours that might constitute a Lunch Detention/Planning Room 

This list gives a rough guide as to which behaviours warrant a Lunch Detention/Planning Room. 

Appendix 2 
 Examples of behaviours that might constitute a Level Detention  

This list gives a rough guide as to which behaviours warrant a level Detention. 

Appendix 3  
Lunch Detention/Planning Room Slip 

This form is completed by a teacher during/after discussion with a student.  The teacher is to 
submit the completed form to Student Reception before Lunchtime of the day the Detention is 
assigned.   

Appendix 4 
Level 1 Detention Slip 

This slip is placed in the Pastoral Care teacher’s roll satchel by the Admin Office staff for the 
Pastoral Care teacher to give to the student during Pastoral Care time, to inform the student that 
they must complete a Level 1 Detention. 

Appendix 5 
Level 1 Letter to parents 

This letter is sent to parents by the Admin Office staff to inform parents/carers that their child has 
been placed on a Level1. 

Appendix 6 
Suspension from school Letter to parents 

This letter is sent to parents by the Admin Office staff to inform parents/carers that their child has 
been suspended from school. 

Appendix 7 
 Level 1 Detention Reflection Sheet  

This form is to be completed by a student during a Level 1 Detention to help them reflect on their 
behaviour and how to improve it.   

Appendix 8  
After School Detention Slip 

This slip is placed in the Pastoral Care teacher’s roll satchel by the Admin Office staff for the 
Pastoral Care teacher to give to the student during Pastoral Care time, to inform the student that 
they must complete an After School Detention. 
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Appendix 9  
Two Week Behaviour Monitoring Card 

Students may be placed on a two week Behaviour Monitoring Card by the Head of Sub-school or 
Stage Leader. This is used to monitor a student when they have had 5 Lunch Detention/Planning 
Rooms or two Level One Detentions in a term or if are having difficulties meeting College 
expectations. 

Appendix 10 
Single Day Behaviour Monitoring Card 

Students may be placed on a single day Performance Review by the Head of Sub-school or Stage 
Leader. This is used to monitor a student when they have come off suspension or are having 
difficulties meeting College expectations. 

Appendix 11 
Flow Chart for managing Disruptive Behaviour 

This chart provides a guide as to the steps that can be taken by MS/SS teachers in dealing with 
disruptive students. 

Appendix 12 
Referral to Stage Leader from Class Form 

This form is to be completed when a student cannot remain in a classroom due to ongoing 
disruptive behaviour. The form should be sent to the office with a reliable student as soon as 
possible after the disruptive student has been sent to the office. 

Appendix 13 
Reflection Sheet 

This form is used in the Staff or Stage Leader phases.  It requires students to identify their 
behaviour, the College values that have been compromised and what they can do to rectify the 
situation.  Once completed and discussed, a copy is made. The copy is sent home with student 
for discussion and signature from parents and then returned to staff member. 

Appendix 14 
Formal Shoe Form 

This form is used to be given to students with the wrong shoes to inform parents of what action 
has been taken by the school and what needs to be done to rectify the situation. 

Appendix 15 
Individual Student Behaviour Report  

Is used by a staff member in any phase of the BM process to collect relevant information from 
staff about a student’s attitude, academic progress and/or behaviour. 

Appendix 16  
Referral Form 

The referral form is used in conjunction with relevant student information when the classroom 
teacher needs to pass the management of a student onto the Stage Leader. 
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Appendix 17 
Student Progress Report 

Student Progress Reports can be initiated by the Stage Leader or Head of Sub-school once alerted 
to any concerns about a student. These concerns may be raised by a parents/carers or teaching 
staff. The report will give a broad view of the student’s academic progress and current behaviour. 
This report may form the basis to request a Parents/Carers interview, or amendments to a 
student’s educational program. 

Appendix 18 
Junior School 123 Magic 

This explains the main Discipline system used in JS. 

Appendix 19 
Junior School Behaviour Management Flowchart 

This chart provides a guide as to the steps that can be taken by JS teachers in dealing with 
behavioural problems in JS. 

Appendix 20 
Junior School Planning Room Planning Sheet 

This form is completed by JS students during Planning Room to help them reflect on their 
behaviour and find ways to improve it. 

Appendix 21 
Behaviour Management Dos and Don’ts 

This is a handy list of some dos and don’ts for teachers to help them manage student behaviour well. 

Appendix 22 
Single Day Behaviour Monitoring Card 

Appendix 23 
Weekly Behaviour Monitoring Card 
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Appendix 1 

 
 

 

 
 
 
 

Note: As a general rule a Lunch Detention/Planning Room is for something minor in nature, but 
significant enough for students to know they have crossed a line. In most cases, students 
should have been given warnings and adequate opportunity/encouragement to make the correct 
choice.  
 

• wrong uniform/school bag (without note/legitimate reason) 
• lateness (more than 5 minutes – no reason or note) 
• no equipment (without note/legitimate reason) classroom disruption (continued after 

warnings etc) 
• rudeness (eg defiance to instruction with rude comment) 
• bad language eg swearing in conversation with other students 
• chewing gum after warning 
• flicking or throwing items in the classroom or “pea shooting” 
• minor vandalism of school property eg writing comment on desk in pen/pencil 
• low level bullying eg name calling, harassing, nastiness 
• out of bounds 
• use of mobile phone or banned item without permission 

  

Behaviours examples that might 
constitute a Lunch Detention / 
Planning Room  
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Appendix 2 
 

 
 
 
 

Note: As a general rule, a Level 1 Detention is for things of a more ongoing nature or things that 
are more serious and done with deliberate defiance.) 

a) 5 Lunch Detention/3 Planning Rooms 
b) failure to turn up to 2 previous Lunch Detention/Planning Rooms without good reason 
c) refusal to comply eg refuse to hand over mobile phone, refuse to move seats  
d) serious classroom disruption eg throwing objects 
e) swearing at a teacher 
f) serious aggression or serious bullying eg rude message on mobile phone/sms 
g) significant vandalism of school property causing actual damage eg pulling off edge strip 

from table, scratching a comment onto desk, dint in wall 
h) stealing 
i) truancy from class 
j) JS student being sent to HOS twice in the one week (on the 1-2-3 Magic system) 
k) MS/SS student being sent to HOS for serious misbehaviour (as noted on a Referral Slip) 
 

Examples of things that might constitute a Level 2 or higher (suspension): 
(NOTE: As a general rule, an immediate Level 2 or higher is for behaviour of a very serious/illegal nature 
and can only be determined by Exec) 
 

a) physical fight 
b) truancy from school 
c) bringing cigarettes/alcohol/drugs to school 
d) sexual indecency/misconduct 
e) serious aggression toward a teacher 

  

Examples of behaviours that might 
constitute a Level 1 Detention  
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Appendix 3 
 

 
 

 

 

Detention Book 
 

  

Detention/Planning Room Slip  
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Appendix 4 
 

 
 

 

 

Detention Date  
Name  Year  

Detention Time Periods  and   Report to the Student Office 
Reason for 

Detention 
☐  5 Lunch Detention/Planning Rooms 
☐   Failing to attend Lunch Detention/Planning Rooms 
☐   Other: 

 
 

 

 

…………………..….…………………………………………………………………………………………………………………………………………. 

 

 

Office Record 
Detention Date  

Name  Year  
Reason for 

Detention 
☐  5 Lunch Detention/Planning Rooms 
☐   Failing to attend Lunch Detention/Planning Rooms 
☐   Other: 

 
 

 

  

Level 1 Detention Notification 
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Appendix 5 
 

 
 

 

 

 

 

Date: 15 June 2021 
 
Address line 1 
Address Line 2 
City NSW 1111 
 
 
Dear XXXXXXX Parents Names 
 
XXXXXXXXXXXXX Student name: 
 
This letter is to officially notify you that your son/daughter has been placed on Level 1 according 
to the document Levels of Behaviour.  A copy of these levels is enclosed. 
 
The following incident(s) and/or behaviour led to this placement: 

•  
•  
•  

In accordance with the consequences listed on the document Levels of Behaviour, your child has 
been warned regarding his/her actions and placed on a Level 1 Detention for two periods at a time 
of minimal impact on core studies. 
 
As of the date of this letter, your child is on Level 1 for at least the rest of this term.  Level 1 gives 
the student every opportunity to change any unsatisfactory behaviour.  I trust that he/she will 
realise his/her mistake and work with the staff towards correcting it.     
 
However, it must be pointed out that should your child repeat such behaviour or receive another 
Level 1 Detention, he/she shall be immediately placed on Level 2. 
 
I would ask for your cooperation in this regard.  Please be fully aware of the ongoing Outcomes 
(as listed) should your child continue to display such behaviour and/or not accept the 
consequences for his/her actions.   
 
Could you please complete the enclosed Return Slip and return it to school on the next school 
day. 
 
Yours in Christian Education 
 
 
 
XXXXXXXX  Name of HOS 
Head of XXXX  School 
 

Letter to Parents / Carers 
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Please complete this page and return it to the School as soon as possible. 

Section 1 To be completed by Parents or Carers 
 

Date  

Student Name  

 
I have read the attached letter explaining that my son/daughter has now been placed 
on Level 1 according to the document Levels of Behaviour.  I understand the 
consequences should he/she not show improvement in those areas listed in the 
attached letter. 
 
Signature of  
Parents / Carers 

 
 

Date  

 
 
 
 
_______________________________________________________________________________________________ 
 
 
 
 
 
Section 2 To be completed by MS/SS students; optional for JS students 
 

Date  
 
I understand that I have now been placed on Level 1 according to the document 
Levels of Behaviour.  I also understand the consequences should I not show 
improvement in those areas listed in the attached letter. 
 
Signature  
of student 

 
 

Date  

Return Slip  (Part of Appendix 5) 
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Appendix 6 
 

 
 

 

 

Official Notifications approved by the Principal of  
suspension from Charlton Christian College 

  
Notification Date  

  
Student Name / 

Surname 
 Year  

  
Suspension 

Period  
No of 
days  From:  To:  

  
Reason for 

Suspension  
☐   
☐    
☐    
 
 

  
Parents / Carers 

Contacted 
Date: 
Time: 

By:  

  
Re-entry 
interview 

Parents/carers & 
student must be 

present 

Date: 
Time: 

With: ☐  Principal 
☐  Deputy Principal 
☐  Head of School 

 
Executive Staff 

Name 
 Signature  

  
 
  

Official Notification of Suspension 
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Appendix 7 
 

 
 

 

 
Our records show that you have been on detention for at least 5 times this term.   This form is 
to help us work out some new ways of helping you with your behaviour. Please complete the 
questions below and return it to the teacher supervising detention.   

 
 Student Name  Year  

1 What are the main reasons 
that you have been given 
detentions this term? 

 

2 Why do you think that this 
behaviour has continued? 
 

 

3 List at least 3 things that 
you could do to help change 
your behaviour: 

 

4 List at least 3 things that 
your teachers could do to 
help you change your 
behaviour: 

 

5 List at least 3 things that 
you could do contribute to 
the school in a positive way: 

 

6 Copy out the following Bible 
verses: 

1John1:9: 

  Phil 4:13 

7 Write out a prayer that you 
could pray to ask God to 
help you change your 
behaviour: 

Dear God, I am sorry for 
 
 
 
Please help me 

 
Acknowledgement 

Signature  
student  

 
 

Date  

Signature  
Parent / Carer 

 
 

Date  

Signature  
PC teacher 

 
 

Date  

 
  

Detention Reflection Sheet 
Evaluation of Behaviour  
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Two Week Follow-Up 
 

Circle the most correct responses 
 

1 How has your behaviour 
changed since your last 
detention? 

☐  no change 
☐  slight improvement 
☐   big improvement 

2 Look at your answer to Q3.  
How hard have you been 
trying to do what you wrote? 

☐  no real effort 
☐  trying sometimes 
☐   trying really hard 

3 What has worked best to 
improve your behaviour? 
 

 

4 What areas of behaviour still 
need more effort? 
 

 

5 What else could be done? 
 
 

 

 

  

Detention Reflection Sheet Evaluation 
of Behaviour (Continue Page 2) 
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Appendix 8 
 

 
 

 

 

Att:  Parents / Carers 
 

After School Detention Notification Slip 
  

Student Name / 
Surname 

 Year  

Reason for 
Suspension 

 
 

Detention to take 
place From 2:52pm to 5:30pm Date  

 
Note the following: 
• Students on after school detention are required to complete school work and/or to carry out 

school service activities.  
• Students on after school detention will be supervised by an Executive staff member. At least 

one other staff member will be present during the time of detention. 
• This detention slip is to inform you that your child has exceeded boundaries.  The response slip 

attached is to be signed by you and returned by your child to their Pastoral Care Teacher or to 
the Deputy Principal.   

• After school detentions are only given after significant problems in behaviour.  If these 
problems continue after the detention has been served, an interview will be organised to 
discuss the matter with you. 

• Please inform the College Office immediately if there is a significant reason why the detention 
cannot be served on the above date. 

 
Deputy Principal 

Name 
 Signature  

 

………..….…………………………………………………………………………………………………………………………………………. 

After School Detention Response Slip 
Note:  Please have your child return this slip to their Pastoral Care Teacher or to the Deputy Principal 
as soon as possible 

I am aware that my child                                      of year                                  has exceeded boundaries 
and has been placed on an after school detention. I agree that this detention is to be completed from 
2.52 pm to 5.30pm on: (please select) 

           ☐  on the date as mentioned above  or 
           ☐  a date yet to be arranged 

Parent / Carer 
Signature 

 Date  

 

After School Detention Notification Slip 



 

48 | P a g e  
 

Appendix 9 

Personal student goals: 
 
 
Rating system 
Each period (for Middle School and Senior School students) or each session (for Junior 
School students), the teacher will select one of the grades below:   
 
 
 
 
 
 
 
 
If the student receives a “C” (unsatisfactory), the student will be sent immediately to the Stage 
Leader (green card), Head of School (yellow card), the Deputy Principal (orange card) or the 
Principal (red card) and be put on an in-school suspension for two periods. 
1. Students must present their card to the supervisor of their card level during or immediately 
       after Pastoral Care time each day.  
2. Students must also have their card signed by a parent/guardian each day.  
3. Failure to do the above may incur an in-school suspension.  
 
CARE OF CARDS 
This card must be looked after carefully. If it becomes lost or badly damaged, a new card will be 
issued and restarted from Day 1. 
 
If the Behaviour Card is left at home, the student must inform the supervisor of their card in the 
morning. The student will then be given a temporary card for the day, and that day will not count 
towards the completion of the card.  
 
COMPLETION OF CARDS 
Cards will be reviewed by the supervising teacher at the end of the time served to see if the 
student has a good enough record to complete the card or not. Students will drop down by one 
level when they complete the card. 

 

 
 
    

 
 
 
 

Number ____ 
 

 
Student Name:           Class:    
 
Pastoral Care Teacher:    
 
Issued by:    
 

A = Excellent (no reminders to achieve goal(s) 

B = Satisfactory (needed reminders, but responded) 

C = Unsatisfactory (was reminded, but didn’t respond) 

            

 



 

49 | P a g e  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Return card to supervising teacher completed and signed by parent. 
 

 Day 1 Day 2 Day 3 Day 4 Day 5 Day 6 Day 7 Day 8 Day 9 Day 10 

Date:           

Pastoral 
Care 

          

P1           

P2           

Recess           

P3           

P4           

  Lunch 
    Card to be 

reviewed by 
supervising 
teacher 

    Card to be 
reviewed by 
supervising 
teacher 

P6           

Bus 
          

Parent's 

Signature 
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Appendix 10 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Single Day Behaviour Monitoring Card  
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Appendix 11 
 

 
 

 

 

 

Managing Disruptive Behaviour  
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Appendix 12 

 
 

 

 

 
Student Name / 

Surname 
 From 

Teacher 
 

Subject  Date:  Period:  
  

Behaviour  ☐  continued refusal to follow instructions/complete work 
☐   continued disruption 
☐  continued rudeness/insolence to teacher 
☐   continued rudeness/insolence to other students 
☐   other 
 

Action already 
taken by teacher  

☐  counselled the student about their behaviour 
☐   changed seating arrangement, used “time out” and/or used the “buddy class” 
☐   noted concerns in the student’s diary  and/or contacted parents by phone 
☐  issued a Lunch Detention/Planning Room  
☐   other 
 

Action 
Requested by 

Teacher  

☐  student to be spoken to and returned to class after 10 minutes  
☐  student to be detained for the rest of the period  
☐   student to be detained indefinitely until the matter is resolved 
 

Action Taken by 
Stage Leader 

 

 

 
  

Referral to Stage Leader from class   
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Appendix 13 
 

 
 

 

Notification Date  
Student Name / 

Surname 
 Year  

Dear Parents / Carers  
Your child was involved in behaviour, which did not support the principles of community to 
which we aspire. The reflection below provides your child’s perspective. 
I would ask you read the reflection sheet and discuss the matter with your child with a view to 
reinforcing the principles of our college. 
Please fill in the acknowledgement section below and return it to the College marked for my 
attention at your earliest convenience. 

Staff Member 
Name 

 Signature  Date  

Copy made for the student’s Principal Carer      ☐ 
Staff member’s summary: 
 
Student Reflection:  
1. What did I do?  

2. What was the reason I 
did this?  

 

3. What value/s did I 
compromise or what rule 
did I break?  

 
 

4. How did it affect others 
and how do I think they 
felt? 

 
 

5. How can I fix, or make 
amends for, this problem 
that I have caused?  

 
 

6. What could and should I 
have done instead?  

 

 
 

7. What will I do in the 
future to help me to 
make a better choice? 

 
 

 
…………….….…………………………………………………………………………………………………………………………………………. 
 

Acknowledgement  (Please return to teacher above or HOS by the following school day) 
Parent / Carer - Name  Signature  Date  

Comment (optional)  
 

 

Reflection Form  
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Appendix 14 
 

 
 

 

Along with phone or email, this proforma acts as a third option for staff to communicate with parents 

 
Notification Date  

 
Student Name / 

Surname 
 Year  

Teacher’s Name  
 

 
Dear Parents / Carers  
 
At Charlton, we seek to promote students’ pride in their appearance and each individual’s 
responsibility to contribute to the climate of respect in the community.   
 
In regards to Uniform expectations, the College has clear expectations which are described in the 
Parents Handbook, the Student Diary and to students during school time.  
 
 

 

Action Requested 
Please assist your child to rectify this situation by    Date  

 

 

☐ Tie   ☐ Shoes    ☐ Socks   
☐ Skirt/Dress length  ☐ Makeup   ☐ Hat   
☐ Blazer   ☐ Jewelry   ☐ Shoes   
☐ Other   

Concern re Uniform Infringement 
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Appendix 15 
 

 
 

 

Student’s Name  

PC  

DATE  INCIDENT  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Staff Member 
Name 

 Signature  Date  

 

Individual Student Behaviour Report  
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Appendix 16 
 

 
 

 

 

Student  PC  

Referred by  Date  

Parents / Carers have been advised of the concern ☐ Yes  

Parents / Carers have been advised of the referral ☐ Yes  

Referral to? ☐  Stage 
leader  

☐  HOS ☐  DP    

High Priority? ☐  Yes ☐  No 

 

Referral has been discussed 
with 

 

What strategies have been 
utilised? 

 
 

 

Referral Question (The referral 
question should relate to specific 

concerns, questions and goals) 
 

Very brief background history 
(any relevant information) 

 
 

Past assessments or 
interventions by other 

agencies or staff member if 
known: 

 

 

When:  By whom  

Results (Please attach reports / 
Behaviour Monitoring Cards) 

 

 

 

  

Referral Form  
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Appendix 17 
 

 
 

 

 
Student:  PC:  

Requested by:  Date:  

Please complete and return to the staff member above 

Subject:  

Teacher:  

Aspect Very good Good Satisfactory Needs improving 

1. Attitude to learning in class     

2. Classroom conduct     

3. Reliability with homework     

4. Effort     

5. Relationship with peers     

6. Academic progress     

 
ASSESSMENT ITEMS/RESULTS: 
 
  
 
  
COMMENTS: 
  
 
  
 
 

Student Progress Report  
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Appendix 18 
 

 
 

 

 
The discipline model used for students centres around the ‘123 Magic’ strategy. 
 
Staff love this approach because it is very structured, very easy to implement and very none 
emotive. It ensures that useless verbal hassles with students are replaced by quick, decisive 
action that keeps everyone focused on learning. 
 
The ‘123 Magic’ strategy is a counting strategy that results in time-out for the student if behaviour 
persists.  
 
Staff use the ‘123 Magic’ strategy for the following behaviour: 

• Rudeness 
• Interruptions 
• Not following Instructions 
• Hurting Others (physically or emotionally) 
 

If a student is doing one of the above things (and you’ll find that these can cover almost everything 
you’ll come across), you need to count them - “Eg- Michael, that’s a 1”.  
 
Each child in the class has a tag that is moved up a traffic light with each count. If the child is 
involved in another unsatisfactory incident then count them again. After a count of three, the child 
needs to move to the classroom ‘timeout’ area for 10 minutes. 
 
Please remember that the count is ‘the warning’. Do not say – “if you continue to do that I’ll give 
you a 1”.  
 
If students argue or question the count, then count them again. 
At each break time tags return to 0. 
 
The system is very effective when implemented correctly, in a firm but non-emotive way and you’ll 
find that you’ll spend far less time on classroom discipline. 
 
Students in Junior School who receive two ‘time out’ sessions in a day, or three in a week, are 
referred to the Head of Junior School. 
 

  

The 123 Magic Discipline Strategy (JS)  
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Appendix 19 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

  

JS  Behaviour Management  
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Appendix 20 
 

 
 

 

 

My Plan to Improve 
 

Name:  

Date  

Teacher  

1. What did I choose to 
do? 

 

 

2. Why did I make this 
choice? 

 

 

3. Who did I hurt or 
disrespect by my 
actions? 

 

 

4. This is what I will do 
instead, in the future.  

 

 

5. Do I need to 
apologise to anyone? 

YES / NO 

6. Who:  

 

7. When will you do 
this?  

 

 

Student  Teacher  

 
 
  

JS Planning Room Planning Sheet  
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Appendix 21 
 

 

 

 

• Do love your kids. No discipline system can replace this. Try to get to know them all and take an 
active interest in each of them. 

• Do take responsibility for your own classroom management and discipline. This is an important 
part of your job. The bulk of disciplinary issues should be dealt with by the class room teacher. 
Expect your students to respect and obey you. You will gain much more respect in the long term if 
the students know that you can and will deal with their misbehaviour, rather than passing them off 
to somebody else. 

• Do prepare your lessons well. Students who are kept actively occupied at their level will be much 
less likely to misbehave. Have a good clear plan with plenty of options and extra activities in case 
you need to change it. 

• Do think ahead of the likely management issues and have a plan of action ready to use. Know 
clearly in your head what you will say/do when the typical problem situations arise. Make 
arrangements with a buddy teacher before hand if you think you may need to use this strategy. 

• Do set clear and precise boundaries with warnings about the consequences of their choices. 
Students respond best when they know exactly where they stand. If possible, give students the 
opportunity to resolve the issue before issuing a strong consequence and then having nowhere 
else to go. 

• Do be consistent over time and between different students. Don’t have favourites or “non-
favourites”. 

• Do allow for individual circumstances where necessary eg students going through 
bereavement, students with Tourettes. 

• Do follow up. If you promise a certain consequence, it is important that you follow through with it 
so students know that you mean what you say. Firm and fair will win their respect. 

• Do stay calm at all times. As soon as students see you react, they will know what buttons to press 
next time. Try not to take things personally. Students mostly misbehave because of something 
going wrong in their world. 

• Don’t get into an argument. Make an appointed time to discuss the matter privately when you 
have the space to do so properly. 

• Don’t denigrate a student, especially in front of others. 
• Do be respectful. Even if the student is being rude to you, always speak with respect to them. This 

will help to diffuse the situation and model how the student should behave. 
• Don’t penalise the whole class for the sake of a small number of students who are misbehaving. 

Deal with the offenders separately. 
• Do admit if you need help. It is better to discuss a problem with your Head Teacher/buddy before 

your next lesson and to get some support/suggestions than to end up with a crisis and have to 
send for support during the lesson. 

• Do apologise if you have made a mistake. It’s important for students to see that you are human 
too and it’s good role modelling for them too. 

• Do maintain a sense of humour. Even when a student is in trouble, you can lighten things up by 
seeing the funny side. 

• Do praise and reward students as much as possible. Show them that you recognise the good as 
well as the bad. 

  

Behaviour Management Dos and Don’ts 
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Appendix 22 
 

 
 

 

 

Student:  

PC  

Aspects 
Reviewed: 

 

  

Date 

LESSON ON TIME COMMENTS TEACHER 
INITIALS 

YES NO 

1     

2     

3     

MT     

4     

5       

Lunch     

6     

7     

Student signature………………………. Parents / Carers signature ………………… 

Comments 
____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

 

Single Day Behaviour Monitoring Card  



 

 

Appendix 23 
 

 

 

This sheet is to be completed by the subject or supervising teacher after each session and then by 
your Stage Leader or Head of Sub-school at the end of each day. 

 

 Monday Tuesday Wednesday Thursday Friday 

PC 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Period 1 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  ________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Period 2 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  ________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

MT  

Period 3 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  ________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Period 4 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  ________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Lunch  

Student:  PC:  

Term:  Week:  

Areas of 
focus: 

1.  

2.  

Weekly Behaviour Monitoring Card  



 

 

Period 5 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  ________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Period 6 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  _________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Subject:  ________ 

Aspect 1:  S      US 

Aspect 2:  S      US 

Initials: _______ 

Stage 
Leader /HoS  

     

Parents      

Teachers please write an explanation of student who has received an unsatisfactory or feel free to write any 
comments regarding behaviour below 

Day Period / Subject / Teacher Details on behaviour incident 
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