
  

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

  

2024-2027 

 Norfolk Village State School 

Student Code of Conduct 

Equity and Excellence: realising the potential of every student 

Equity and Excellence outlines the government's vision for a progressive, high-performing education 

system. Equity and Excellence provides clarity for schools about priorities and expectations, with 

differentiated support targeted to each school's context and needs. 

Queensland Department of Education 

 
 



 
 

 Contact Information 

 

Postal address:   83 Halfway Drive, Ormeau, QLD 4208 

Phone: (07) 5549 4222 

Email: info@norfolkvillagess.eq.edu.au 

School website address: www.norfolkvillagess.eq.edu.au 

Contact Person: Principal 

 

 

 

 

 

  



 

3 
 

Purpose 

 
Norfolk Village State School is committed to providing a safe, respectful and disciplined learning environment 
for all students, staff, parents and visitors.   
 
The Norfolk Village State School Student Code of Conduct sets out the responsibilities and processes we 
use in our school to promote a productive, effective whole school approach to engagement, behaviour and 
wellbeing.   
 
Its purpose is to facilitate high standards of behaviour from all in the school community, ensuring learning 
and teaching in our school is prioritised, where all students are able to experience success and staff enjoy a 
safe workplace.   Our Student Code of Conduct supports us to maintain a positive and productive teaching 
and learning environment, where all school community members have clear roles and responsibilities. 
 

Norfolk Village State School Acknowledgement, Vision and Mission 

 
Acknowledgement  
 
We acknowledge the Bullongin and Gugingin People, the Traditional Custodians of this land on which we live 
and learn.  We pay our respect to Elders past and present, for they hold the memories and traditions and we 
recognise their continued connection to Country. We acknowledge Bujera Nyunga, the morning sun that rises 
in the east, the rivers, plants and animals that connect us to this place. We extend our acknowledgement to 
all of our First Nations families and visitors. 
 
Norfolk Village State School is committed to strengthening connections to culture through curriculum and 
community engagement. 
 
Vision 
 
At NVSS we commit to providing students a life of choice, not chance. 
 
Mission Statement 
 
At NVSS we have a collective responsibility to impact students through:  high-impact and research-informed 
pedagogy, innovative opportunities, community partnerships and supporting health and well-being to create 
literate citizens and provide students with a life of choice, not chance.  

 

 



 

4 
 

Contents 

 

 

Topic                  Page  
 

Contacts Information      2 

Endorsement        2 

Purpose        3 

Acknowledgement of Country     3 

Vision and Mission Statements     3 

Responsibilities       5 

Whole School Approach to Discipline – PBL   6  

PBL Expectations       8 & 9 

Differentiated and Explicit Teaching (behaviour)  10 

Disciplinary consequences      12 

Supporting documentation – NVSS Behaviour Processes 12 

Corrective Strategies Roadmap     13 

Behaviour Definitions and Possible Consequences  14 & 15 

Responding to Behaviour Flowchart    16 

Possible Consequences      17 

High-5 Strategy       18 

Student Disciplinary Absences     19 

School Policy – Temporary Removal of Student Property 20 

School Policy – Mobile Phones and Other Devices  22 

School Policy – Appropriate Use of Social Media  27 

School Policy – Preventing and Responding to Bullying 30 

Restrictive Practices      33 

Critical Incidents       34 

 

 

 

 

 

 

 

 

 

 

  



 

5 
 

Responsibilities 

 

Norfolk Village State School Principal will… 
 

• Support and manage student discipline in the school. 
 

• Consult the school community (email, Facebook, P&C, School Council) in regards to our Student 
Code of Conduct. 

 

• Ensure a signed copy of the Student Code of Conduct is publically available on the school website. 
 

• Ensure the Student Code of Conduct is reviewed annually to maintain currency, with a comprehensive 
review every four years in line with cycles of the School Planning, Reviewing and Reporting 
Framework. 

 
 
Norfolk Village State School Staff will… 
 

• Our staff will explicitly teach expected behaviours and provide opportunities for students to practise. 
 

• Differentiate teaching to respond to the learning needs of students. 
 

• Take into account a student’s individual circumstances, such as behaviour history, disability, mental 
health and wellbeing, religious and cultural considerations, home environment and care arrangements 
when responding to inappropriate behaviour. 

 

• Adhere to confidentiality obligations limiting discussion or sharing information about individual 
circumstances of students, including applied disciplinary consequences, with persons other than the 
student’s parent/s. 

 

• Ensure familiarity with the school’s Student Code of Conduct. 
 

• Follow appropriate processes outlined in the Student Code of Conduct. 
 
 
Norfolk Village State School Students and Parents will… 
 

• Ensure familiarity with the school’s Student Code of Conduct. 
 

• Adhere to school’s standards outlined in the Student Code of Conduct. 
 

• Ensure familiarity of confidentiality obligations limiting discussion or sharing information about 

individual circumstances of students, including applied disciplinary consequences, with persons other 

than the student’s parent/s and/or carer/s. 
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Whole School Approach to Discipline  

- Positive Behaviour for Learning (PBL) -   

 
Norfolk Village State School uses Positive Behaviour for Learning (PBL) as the multi-tiered system of support 
for discipline in the school.  This is a whole-school approach, used in all classrooms and programs offered 
through the school, including sporting activities and excursions. 
 
PBL is an evidence-based framework used to:  

• Analyse and improve student behaviour and learning outcomes 

• Ensure that only evidence-based practices are used correctly by teachers to support students 

• Continually support staff members to maintain consistent school and classroom improvement 
practices. 

 
At Norfolk Village State School we believe discipline is about more than punishment.  It is a word that reflects 
our belief that student behaviour is a part of the overall teaching and learning approach in our school.  Our 
staff take responsibility for making expectations clear, for providing supportive instruction about how to meet 
these expectations and strive to use behavioural incidents as opportunities to re-teach. 
 
The development of the Norfolk Village State School Student Code of Conduct is an opportunity to develop 
our community’s understanding of PBL to implement a consistent approach to teaching behaviour.  The 
language and expectations of PBL can be used in any environment, including the home setting for students.  
Doing everything we can do to set students up for success is a shared goal of every parent and school staff 
member. 
 
PBL is a Multi-Tiered System of Support which is used to improve academic, 
wellbeing and behavioural outcomes. PBL uses a problem-solving model to 
examine relevant data, determine desired outcomes, and establish systems 
and practices to achieve identified goals. Norfolk State School’s three school 
expectations of: I am Safe, I am Respectful, and I am a Learner are explicitly 
taught and reinforced through our NVSS PBL Matrix and Village Voucher 
reward system. 
 
It is an expectation that all staff use PBL to build positive relationships with 
students and as a proactive and preventative approach to student behaviour.   
 
PBL is supported by a PBL Team who engage regularly with regional PBL 
advisors to ensure rigour and fidelity in our practices.   
 
Consideration of Individual Circumstances 
 
As previously stated, when providing support and determining appropriate consequences for disciplinary 
matters, staff take into account a student’s individual circumstances, such as behaviour history, disability, 
mental health and wellbeing, religious and cultural considerations, home environment and care arrangements 
when responding to inappropriate behaviour. 
 
In considering the individual circumstances of each student, we recognise that the way we teach, the support 
we provide and the way we respond to students will differ.  This reflects the principle of equity, where every 
student is given the support they need to be successful.  This also means that not everyone will be treated 
the same, because treating everyone the same is not fair.  For example, some students need additional 
support to interpret or understand an expectation.  Others may benefit from more opportunities to practise a 
required skill or behaviour.  For a small number of students, the use of certain disciplinary consequences 
may be considered inappropriate or ineffective due to complex trauma or family circumstances.  These are 
all matters that our teachers and principal consider with each individual student in both the instruction of 
behaviour and the response to behaviour. 
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Confidentiality 
 
Norfolk Village State School staff are bound by confidentiality obligations and there will be no sharing 
information or discussion about the individual circumstances of students, including applied disciplinary 
consequences, with persons other than the students’s parent/s and/or carers.   
 
Our teachers are also obliged by law to respect and protect the privacy of individual students, so while we 
understand the interest of other students, staff and parents to know what punishment another student might 
have received, we will not disclose or discuss this information with anyone but the student’s family.  This 
applies even if the behavioural incident, such as bullying, involves your child.  You can be assured that school 
staff take all matters, such as bullying, very seriously and will address them appropriately.  We expect that 
parents and students will respect the privacy of other students and families. 
 
If you have concerns about the behaviour of another student at the school, or the way our staff have 
responded to their behaviour, please make an appointment to discuss the matter. 
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PBL Expectations 

 
The Norfolk Village State School PBL Expectations are:  I am Safe, I am Respectful, I am a Learner.   
 
At Norfolk Village State school our students are expected to be safe, respectful learners. 

 
 
Expectations for positive behaviour are discussed routinely with students.  Specific expectations are explicitly 
taught in the whole school PBL Focus of the Week lesson.  The weekly PBL Focus of the Week lesson must 
be taught in every classroom before 11:00am on Mondays.  Teachers also monitor behaviour of individuals, 
class groups and year level cohorts and may address further expectations as an additional focus or targeted 
area of need. 
 
Our Village Voucher acknowledgement system rewards students when they meet the expectations.  Specific 
feedback connects the expectation to the reward. 
 
On the following page are the Norfolk Village State School Expectations for Positive Behaviour.  
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Differentiated and Explicit Teaching 

 
At Norfolk Village State School, we provide the curriculum through evidence-informed, high-impact pedagogy 
and support students through strategies which meet the diverse needs of all students.  Needs may be 
identified as academic, engagement, behaviour and/or wellbeing.  Reasonable adjustments may also be 
required to support students with a disability. 
 
Student Support Through a Tiered Approach 
 
TIER 1:  DIFFERENTIATED SUPPORT 
Differentiated teaching and the provision of reasonable adjustments occurs in the classroom for all learners 
supporting behaviour, engagement, academic and wellbeing needs. 
 
TIER 2:  TARGETED SUPPORT 
Informed by data and provides targeted intervention to identified students to address specific behaviour, 
engagement, academic and/or wellbeing needs.  Students requiring tailored supports are identified through 
referral processes and are case managed to monitor progress.   
 
TIER 3:  INTENSIVE SUPPORT 
Informed by data and provides intensive intervention to identified students to address specific behaviour, 
engagement, academic and/or wellbeing needs.  Students requiring intensive supports are identified through 
referral processes, are case managed to monitor progress and includes a multi-disciplinary stakeholder team.  
 
Discipline and Behaviour through Differentiated Teaching and Learning  
 
Norfolk Village State School provides an environment that provides differentiated teaching to respond to the 
learning needs of all students.  This involves teaching expected behaviours and providing opportunities for 
students to practise these behaviours. Teachers reinforce expected behaviours, provide feedback and 
correction, and opportunities for practise. 
 
Teachers at Norfolk Village State School vary what students are taught, how they are taught and how 
students can demonstrate what they know as part of this differentiated approach to behaviour. These 
decisions about differentiation are made in response to data and day-to-day monitoring that indicates the 
behavioural learning needs of students. This enables our teachers to purposefully plan a variety of ways to 
engage students; assist them to achieve the expected learning; and to demonstrate their learning. 
 
There are three main layers to differentiation, as illustrated in the diagram below. This model is the same 
used for academic and pedagogical differentiation. 
 

 
 
 

In the context of PBL:  Tier 1 is differentiated and explicit teaching for all students, Tier 2 is focussed teaching 
for identified students and Tier 3 is intensive teaching for a small number of students.  Each layer provides 
progressively more personalised supports for students. 
 
Every classroom in our school uses the PBL Expectations Matrix, illustrated on page 8, as a basis for 
developing their behaviour standards.  Using this matrix, the class teacher works with all students to explain 
exactly what each of the expectations look, sound and feel like in their classroom.  The completed matrix is 
on display in every classroom, used as the basis of teaching expectations throughout the year and revisited 
regularly to address any new or emerging issues. 
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Focussed Teaching 

 
Approximately 15% of all students in any school or classroom may require additional support to meet 
behaviour expectations, even after being provided with differentiated and explicit teaching. These students 
may have difficulty meeting behavioural expectations in a particular period of the day or as part of a learning 
area/subject, and focused teaching is provided to help them achieve success.  
 
Focused teaching involves revisiting key behavioural concepts and/or skills and using explicit and structured 
teaching strategies in particular aspects of a behaviour skill. Focused teaching provides students with more 
opportunities to practise skills and multiple opportunities to achieve the intended learning and expected 
behaviour. 
 
Classroom Teachers and Support Teachers at Norfolk Village State School, work cooperatively to provide 
additional supports to a small number of students requiring additional support to meet our school expectation. 
 
Additional supports may include: 
 

• Restorative conversations  

• Mediation processes 

• Discipline Improvement Plan 

• Playground Plan 

• Behaviour Plan 

• Ready to Learn plan 

• Communication Book 

• Supported play at breaks 

• Social skills groups 

• Individualised supports 

• Pastoral care 
 
 
Intensive Teaching 
 
Research evidence shows that even in an effective, well-functioning school there maybe approximately 5% 
of the student population who require intensive teaching and supports to achieve behavioural expectations. 
Intensive teaching involves frequent and explicit instruction, with individuals or in small groups, to develop 
mastery of basic behavioural concepts, skills and knowledge.  
 
Some students may require intensive teaching for a short period, for particular behaviour skills. Other 
students may require intensive teaching for a more prolonged period. Decisions about the approach will be 
made based on data collected from their teacher or teachers, and following consultation with the student’s 
family. 
  
For a small number of students who continue to display behaviours that are deemed complex and challenging, 
then individualised, function-based behaviour assessment and support plans and multi-agency collaboration 
may be provided to support the student. This approach will seek to address the acute impact of barriers to 
learning and participation faced by students who are negotiating a number of complex personal issues.  
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Disciplinary Consequences 

 

At Norfolk Village State School, we use a differentiated approach used in the proactive teaching and support 
of student behavioural expectations and in determining consequences when students make choices that are 
not in line with our school expectations of being a safe, respectful learner. 
 
The majority of students will be confident and capable of meeting established expectations that are clear, 
explicitly taught and practised. In-class corrective feedback, sanctions and rule reminders may be used by 
teachers to respond to low-level or minor problem behaviours.  
 
Some students will need additional support, time and opportunities to practise expected behaviours.  
Approximately 15% of the student population may experience difficulty with meeting the stated expectations, 
and even with focussed teaching, in-class corrective feedback, sanctions and rule reminders continue to 
display low-level problem behaviour.  A continued pattern of low-level behaviour can interfere with teaching 
and learning for the whole class, and a decision may be needed by the class teacher to refer the student to 
the school leadership team immediately for determination of a disciplinary consequence.  
 
For a small number of students, approximately 2-5%, a high level of support is required to support them to 
meet the behavioural expectations.  This may be needed throughout the school year or on a continuous basis.  
The determination of the need will be made by the Principal in consultation with staff and other relevant 
stakeholders.  
 
On occasion the behaviour of a student may be so serious, such as causing harm to other students or to 
staff, that the principal may determine that an out of school suspension or exclusion is necessary as a 
consequence for the student’s behaviour.  This course of action may be taken when the behaviour is so 
serious as to warrant immediate removal of the student for the safety of others, and no other alternative 
discipline strategy is considered sufficient to deal with the problem behaviour. 
 
The differentiated responses to problem behaviour can be organised into three tiers, with increasing intensity 
of support and consequences to address behaviour that endangers others or causes major, ongoing 
interference with class or school operations. 
 
 

 Supporting Documentation – NVSS Behaviour Processes 

 
On the following pages are the supporting documents containing Norfolk Village State School’s approach to 
behaviour support, behaviour strategies and possible consequences.  Also following are the definitions and 
descriptions of behaviours and how they may be managed. 
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Major & Minor Definitions and Examples 
 

Possible Responses to Minor Behaviours 

‘A minor is a minor is a minor’ 
• Repeated and ongoing minors never equal a major 
• A specific amount of minors never equal a major 

 

MINOR MAJOR CRITICAL 
Behaviour that can be managed by staff using Tier One universal 
strategies. 
 
Behaviour can be corrected without additional support. 

Behaviour that has a strong negative impact on others and is referred to the 

office. 
- Behaviour that is so 
disruptive and/or 
unsafe that school 
routines cannot 
continue. 
- Behaviour that 
poses an imminent 
risk to self or others. 
- Immediate 

assistance is needed.  

Staff member calls 

Code Red. 

Managed by the adult in the situation Managed by Leadership Team 

OneSchool Behaviour Categories 

Example Minor 

Behaviour 

Possible Management 

Strategy of Minor 

Behaviour 
• PBL Tier 1 Toolkit 

• PBL Universals 

• NVSS PBL Roadmap 

Example Major Behaviour 
Non-Example Major 

Behaviour 

Example 

Critical 

Behaviour Description Definition 

Abusive 

language  

Student delivers verbal messages that 

include swearing, name calling, or use 

of words in an inappropriate way. 

- Name calling / teasing directed at 

others 

- Swearing – indirect or accidental 

use of words such as shit 

- Random phrases/slang with limited 

understanding 

- Rule reminder/ reteach 

- Apologise 

- Restorative justice 

- Directed swearing using explicit 

language 

- Name calling 

- Incidental swearing 

 

Academic 

misconduct  

Student inappropriately and falsely 

demonstrates their learning. It includes 

cheating, collusion, contract cheating, 

copying work, disclosing/receiving 

assessment information, fabricating, 

impersonation, examination 

misconduct, plagiarism. 

- Cheating or copying other 

students’ work 

- Cheating during assessment 

- Handing in other students’ work as 

their own 

- Copying 

- Lunch discussion 

- Repeating task at lunch time 

- Apologising 

- Reminder of expectations 

   

Bomb 

Threat/False 

Alarm  

Student delivers a message of possible 

explosive materials being on campus, 

near campus, and/or pending explosion. 

    - Bomb threat: 

founded or 

unfounded 

Bullying  Student engages in deliberate verbal, 

physical and/or social behaviour 

intended to cause ongoing physical 

social and/or psychological harm. 

Bullying can occur in person, or online 

(cyberbullying). Bullying may be 

obvious or hidden. 

  - Ongoing exclusion of peer/s from a 

game or event 

- Persistent teasing and/or physical harm 

- Online bullying and/or harassment 

- Covert bullying 

- One-off incidents  

Defiance  Student refuses to follow directions 

given by school staff. 

- Not following an instruction 

(impulsive) 

- Saying no or ignoring staff 

- Reminder of expectation 

- Reteach 

- Student to practise compliance  

- Make up time wasted 

- Miss out on preferred activity/ 

desired object 

- When not following instructions causes 

a safety risk 

- Not following an instruction 

(impulsive) 

- Saying no or ignoring staff 

 

Disrespect  Student intentionally delivers socially 

rude or dismissive messages to adults 

or students. 

- Back chat to a staff member 

- Non-verbal gestures  

- Insolence displayed towards a staff 

member (walking off, not listening, 

laughing and stating that they don’t 

care) 

- Reminder of expectation 

- Reteach 

- Choice 

- Teaching respect 

- Chill out time 

- Rude messages that are directed at a 

teacher or other students 

- Back chat to a staff member 

- Non-verbal gestures  

- Insolence displayed towards a 

staff member (walking off, not 

listening, laughing and stating 

that they don’t care) 

 

Disruption  Student engages in behaviour causing 

an interruption in a class or school 

activity or event. Disruption includes 

sustained loud talk, yelling, or 

screaming; noise with materials; and/or 

sustained out-of-seat behaviour. 

- Talking during learning instructions 

- Walking around room (out of seat) 

- Calling out 

- Tapping materials/objects 

- Fidgeting 

- Rolling/lying on carpet 

- Making/pulling faces 

- Making noises – whistling, crying 

- Practise in own time 

- Rule reminder 

- Reteach 

- Flood the positive 

- Move student 

- Choice 

- Hand signals 

- Take a walk/movement break 

- Check in 

- Loud talking, screaming and/or yelling 

that stops others from learning 

- Disruptions that interfere with others’ 

learning 

- Standing on tables 

- Hiding under tables & kicking out chairs 

- Throwing objects 

- Running in and out of classroom 

- Loud banging on windows 

- Jumping out of windows 

- Talking during learning 

instructions 

- Walking around room (out of 

seat) Calling out 

- Tapping materials/objects 

- Fidgeting 

- Rolling/lying on carpet 

- Making/pulling faces 

- Making noises – whistling, crying 

 

Dress code Student wears clothing that is not within 

the dress code guidelines defined by 

the school. 

- Repeatedly wearing incorrect 

uniform 

- Wearing make-up 

- Not adhering to dress code 

- Reminder and a chance to 

correct the next day 

- Contact parent (extenuating 

circumstances?) 

- Ongoing:  Send to office for 

rectifying eg. change into spare 

uniform 

- Offensive clothing worn to school ie. on 

free dress days 

- Repeatedly wearing incorrect 

uniform 

- Wearing make-up 

- Not adhering to dress code 

 

Falsifying 
documents  
 

Student intentionally creates, changes 
or modifies a document with the 
intention of misleading. It includes 
signing a person’s name without that 
person’s permission. 

- Forging parents' signature on 

school documents 

- Emailing teacher posing as the 

parent 

- Parent contact 

- Discussion with staff member 

- Apologising 

- Work It Out 

- Missing out on preferred 

activity/object 

- Forging parent signature on 

excursion/camp consent forms 

- Sending documents that results in action 

that could result in increased risks  

- Forging parents' signature on 

school documents 

- Emailing teacher posing as the 

parent 

 

Fighting  Student is involved in mutual 
participation in an incident involving 
physical violence. 

- Play fighting  

- Rough play  

- Verbal redirection 

- Rule reminder 

- Apology 

- Contact parent 

- Thinking time or Work It Out 

- Physical misconduct with risk of injury 

- Intentional physical violence towards 

others 

- Play fighting  

- Rough play 

- Physical violence 

that is 

unmanageable and 

requires assistance 

Harassment  Student engages in the delivery of 
harmful messages in any format related 
to gender identity; ethnicity; sex; race; 
religion; disability; physical features or 
other identity characteristics. 

- Using family as a basis for teasing 

- Delivering inappropriate messages 

that are in jest or not understood 

- Work It Out 

- Restorative Justice session 

- Missing out on preferred 

activity / object 

- Contact parent 

- Apologising 

- Racial discrimination 

- Sexual discrimination 

- Name calling based on gender identity; 

ethnicity; sex; race; religion; disability; 

physical features or other identity 

characteristics. 

- Using family as a basis for 

teasing 

- Delivering inappropriate 

messages that are in jest or not 

understood 

 

Other – charge-
related 
suspension  

Principal is reasonably satisfied that the 
student has been charged with a 
serious offence; or charged with an 
offence other than a serious offence, 
and that the nature of the offence 
precludes the student’s attendance on 
the basis that they pose an 
unacceptable risk to other students or 
staff. 

    - Principal to liaise 

with QPS 
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OneSchool 
Description 

OneSchool Definition Example Minor Behaviour 

Possible Management 

Strategy of Minor 

Behaviour 

Example Major Behaviour 
Non-example Major 

Behaviour 

Example Critical 

Behaviour 

Physical 
aggression  

Student intentionally engages in actions 
involving physical contact with others 
where injury may occur (e.g., hitting, 
slapping, punching, hitting with an 
object, kicking, hair pulling, scratching, 
etc.). This includes premeditated acts or 
incitement of others to undertake 
physical aggression. Physical 
aggression may be directed towards 
peers, adults, visitors or animals; or 
flora or fauna. 

- Pushing peers 

- Impulsive physical reaction with no 

intent to harm self or others 

- Physical aggression directed 

towards animals, flora or fauna – 

no injury 

- Accidentally falling/walking into 

someone 

- Grabbing onto someone 

- Hitting a hat off 

- Kicking items 

- Tapping/touching others to annoy 

- Rough play 

- Verbal redirection 

- Rule reminder 

- Apology 

- Thinking time or Work It Out  

- Contact parent 

- Inciting others to violence 

- Physical violence that results in harm or 

injury 

- Premeditated acts of violence targeting 

others 

- Choking/strangling 

- Touching other’s privates 

- Expelling body fluids inappropriately 

- Stabbing 

- Biting 

- Pushing peers 

- Impulsive physical reaction with 

no intent to harm self or others 

- Physical aggression resulting in 

injury to animals, flora or fauna 

- Shoulder barging 

- Physical incidents 

that are unable to 

be stopped 

- Physical violence 

that could result in 

serious injury or 

death 

Property 
damage  

Student participates in an activity that 
results in destruction, damage or 
disfigurement of property 
 

- Destroying own belongings 

(ripping/drawing on worksheets, 

books, rubber etc) 

- Using things for wrong purpose –

book throwing around room (not 

directed at anyone) 

- Wasting equipment – glue, paper, 

books 

- Breaking equipment due to 

incorrect use 

- Reteach 

- Rule reminder 

- Standing at desk or designated 

place 

- Lose tidy tray and/or relevant 

materials 

- Verbal redirection 

- Mend damage 

- Reteach correct use of 

equipment 

- Contact parents to organise a 

replacement 

- Flipping furniture not directed at others 

- Vandalism 

- Graffiti 

- Damage that needs to be rectified by a 

staff member eg. making a mess with 

toilet paper in the toilets 

- Destroy other’s work – tear out pages, 

scribble 

- Destroying own belongings 

(ripping/drawing on worksheets, 

books, rubber etc) 

- Using things for wrong purpose –

book throwing around room (not 

directed at anyone) 

- Wasting equipment – glue, 

paper, books 

- Breaking equipment due to 

incorrect use 

 

Property 
misuse causing 
risk to others  

Student engages in misuse of property 
which may cause a risk of injury or ill-
health to others. Behaviour involving 
throwing objects or using objects in an 
unsafe manner causing injury. 

- Banging furniture 

- Throwing soft objects  

- Incorrect use of materials 

- Reteach 

- Rule reminder 

- Standing at desk or designated 

place 

- Lose tidy tray and/or relevant 

materials 

- Verbal redirection 

- Mend damage 

- Reteach correct use of 

equipment 

- Contact parents to organise a 

replacement 

- Kicking/banging walls 

- Significant property damage e.g., broken 

window, hole in wall 

- Flipping furniture near others 

- Banging furniture 

- Throwing soft objects  

- Incorrect use of materials 

- Incidents that are 

unable to be 

stopped and/or 

could result in 

serious injury or 

death 

Refusal to 
participate in 
the educational 
program of the 
school 

Student refuses to take part in activities 
or learning that are requested or 
expected as part of the education 
program at the school. 

- Not following classroom routines 

- Not completing a set task 

- Not lining up to enter class 

- Not logging off computer  

- Colouring instead of working 

- Playing with object-not working 

- Moves around room without 

purpose 

- Not wearing a hat 

- Saying no when asked to 

participate 

- Student to practise compliance  

- Make up time wasted 

- Do the work in other 

designated space 

- Miss out on preferred activity/ 

desired object 

 

 - Not following classroom routines 

- Not completing a set task 

- Not lining up to enter class 

- Not logging off computer 

- Colouring instead of working 

- Playing with object-not working 

- Moves around room without 

purpose 

- Not wearing a hat 

- Saying no when asked to 

participate 

 

Substance 
misconduct 
involving 
tobacco and 
other legal 
substances  

Student is in possession of, has supplied 

or is using tobacco, alcohol, other 

prohibited substances or implements. 

  - Brings prohibited substances to school 

(vape, lighter, cigarette) and/or shows it 

to other students 

- Uses prohibited substances to school 

(vape, lighter, cigarette) 

 

 

 

Substance 
misconduct 
involving illegal 
substances 

Student is in possession of, has supplied 

or is using illegal drugs, substances, 

imitations and/or implements. 

  - Brings or uses illegal substances at 

school 

 - Has ingested illegal 

substances 

Technology 
violation  

Student engages in inappropriate (as 

defined by school) use of mobile phone, 

drone, smartwatch, camera, computer or 

other communication device. This 

includes fraudulent or illegal activity such 

as attempting to hack, implementing DoS 

attacks, use of key loggers, 

impersonating staff or other students. 

- Messaging with a device  

- Using device outside of classroom 

- Not signing-in phone at the office  

- Changing other students' avatars 

- Not being on the right app 

- Sharing of passwords 

- Student to lose access to IT 

device 

- Parents contacted 

- Remove phone/send to office 

- Viewing/sharing inappropriate digital 

materials 

- Technology misuse with intent to harm 

- Inappropriate use of emails or 

airdropping e.g.threats or inappropriate 

content 

- Damaging school technology property 

- Creating, accessing and sharing 

inappropriate content online 

- Cyberbullying 

- Distribution of material bringing the 

school into disrepute 

- Messaging with a device  

- Using device outside of 

classroom 

- Not signing-in phone at the office  

- Changing other students' avatars 

- Not being on the right app 

- Illegal activity such 

as hacking, 

impersonating staff 

or other students 

 

Theft  
 

Student is involved by being in 

possession of, having passed on, or 

being responsible for removing school or 

someone else's property. 

- Refusing to return a peer or 

teachers property 

- Taking other peoples’ belongings 

without asking permission 

- Apologise 

- Replace item 

- Contact parent 

- Reteach 

- Restorative Justice session 

- Work It Out 

- Stealing iPad/equipment chargers 

- Stealing that may result in significant 

consequences (e.g., keys, credit card, 

licence) 

- Stealing out of someone’s bag 

- Pre-meditated stealing 

- Refusing to return a peer or 

teachers property 

- Taking other peoples’ belongings 

 

Truancy (out of 
class) 

Student is present at school but is absent 

for one or more scheduled classes 

without permission or appropriate 

reasons (i.e., an unauthorised absence). 

- Late to class after lunch  

- Leaving the classroom without 

permission but returns shortly after 

(e.g., goes to bag, gets a drink, 

goes to the toilet) 

- Out of bounds but still in a safe 

area 

- Make up time 

- Rule reminder 

- Reteach 

- Check in of health 

- Reminder to use toilet before 

returning 

- Choice 

- Refusal to return to class 

- Refusal to go to specialist lesson 

- Leaves classroom without permission 

for longer than 5 minutes 

- Out of bounds in an unsafe area 

- Late to class after lunch  

- Leaving the classroom without 

permission but returns shortly 

after (e.g., goes to bag, gets a 

drink, goes to the toilet) 

- Leaves classroom 

without permission 

and is at risk of 

unsafe behaviours 

Truancy (out of 
school) 

Student is absent from school (morning, 

afternoon or entire school day) without 

permission or appropriate reason (i.e., an 

unauthorised absence). 

    - Leaves school 

ground without 

permission e.g., 

runs out of the 

school gate 

Use/possession 
of combustibles 

Student is/was in possession of 

substances/objects readily capable of 

causing bodily harm and/or property 

damage (e.g., matches, lighters, 

firecrackers, petrol, lighter fluid, 

aerosols). 

  - Brings prohibited items to school (vape, 

lighter, matches, firecrackers, petrol) 

and shows it to other students 

- Uses prohibited items to school (vape, 

lighter, cigarette) 

- Brings prohibited substances to 

school (vape, lighter, matches, 

firecrackers, petrol) but does not 

use 

- Use of combustibles 

that could result in 

serious injury or 

even death 

Use/possession 
of weapons  

Student is in possession of knives and 

guns (real or look alike), or other objects 

readily capable of causing bodily harm. 

- Brings fake/toy weapons to school 

(knife or gun) 

- Confiscate prohibited item 

- Throw out 

- Parent contact 

- School policy rule reminder 

- Brings weapons to school that can 

cause harm (e.g., knives, guns, 

slingshots) 

- Brings fake/toy weapons to 

school (knife or gun) 

- Threatens to harm 

others with 

weapons (has 

weapon with them) 

 



 

16 
 

  



 

17 
 

  

Norfolk Village State School Possible Consequences in 

Response to Minor and Major Behaviours 
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MINOR  MAJOR    CRISIS  

Managed by the adult in the situation Managed by the office Managed by the office 

• Behaviour that can be managed by 
staff using Tier One universal 
strategies. 

• Behaviour can be corrected without 
additional support. 

• Behaviour that has a strong 
negative impact on others and 
is referred to the office. 

• The behaviour is so disruptive 
and/or unsafe that school routines 
cannot continue. 

• Behaviour that poses an imminent 
risk to self or others. 

• Immediate assistance is needed.  
Staff member calls Code Red. 

‘A minor is a minor is a minor’ 

• Repeated and ongoing minors never equal a major 

• A specific amount of minors never equal a major 

M
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• Teacher tracks repeated minor 
behaviours.   

• Teacher records single or 
accumulated incidents on 
OneSchool and contacts 
parents/carers at a point of the 
week. 

• Recorded on OneSchool by staff member referring the incident.   

• Incident actioned and managed by Leadership Team.   

• Parents/carers contacted by Leadership Team. 
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   • Explicit teaching of social skills by specialised staff member eg. GO 

• Check and Connect or Check in Check Out (CICO) 

• Positive reinforcement chart 

• Individual Student Ready to Learn Plan 

• Playground Card  

• Super Play / Supported Play 

• Disciplinary Improvement Plan 

• FBA 

• Individual Behaviour Plan 

• Risk Assessment 

• Student Support Referral 

P
o
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u
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Managed by the staff member in the 
moment: 

• Natural consequence  

• Restorative justice / conversation 

• Discussion with Teacher and/or 
Admin 

• Parent contact 

• Supported reflection or Work it Out 
(WIO) 

Managed by Leadership Team taking into account the student’s individual 
circumstances, such as behaviour history, disability, mental health and 
wellbeing, religious and cultural considerations, home environment and care 
arrangements when responding to inappropriate behaviour and applying any 
disciplinary consequence: 

• Parent engagement by School 
Leader/s 

• Supported reflection and/or 
restorative process by School 
Leader/s 

• Individualised consequence 

• Suspension 1-5 days  

• Suspension 6-10 days 

• Suspension 11-20 Days 

• Parent engagement by School 
Leader/s 

• Supported reflection and/or 
restorative process by School 
Leader/s 

• Individualised consequence 

• Suspension 5-20 days 

• Suspension 20 Days, pending 
exclusion 
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 Student Disciplinary Absences - Suspensions 

 
A School Disciplinary Absence (SDA) is an enforced period of absence from attending a Queensland state 
school, applied by the Principal as a consequence to address poor student behaviour.  There are four types 
of SDA: 

• Short suspension (1 to 10 school days) 

• Long suspension (11 to 20 school days) 

• Charge-related suspension  

• Exclusion (period of not more than one year or permanently). 
 
At Norfolk Village State School, the use of any SDA is considered a very serious decision.  It may be used 
by the Principal when a student continuously does not engage with school expectations and supports.  It is 
typically used when other options have been exhausted or the student’s behaviour is unsafe and poses a risk 
to the safety and wellbeing of staff and/or students or when the student’s behaviour is so dangerous that 
continued attendance at the school is considered a risk to the safety or wellbeing of the school community. 
 
Parents and students may appeal a long suspension, charge-related suspension or exclusion decision.  A 
review will be conducted by the Director-General or their delegate, and a decision made within 40 schools 
days to confirm, amend/vary or set aside the original SDA decision by the Principal.   
 
The appeal process is a thorough review of all documentation associated with the SDA decision and provides 
an opportunity for both the school and the family to present their case in the matter.  Time is afforded for 
collection, dissemination and response to the materials by both the school and the family.  It is important that 
the purpose of the appeal is understood so that expectations are clear, and appropriate supports are in place 
to ensure students can continue to access their education while completing their SDA. 
 
Re-entry following suspension 
Students who are suspended from Norfolk Village State School may be invited to attend a re-entry meeting 
on the day of their scheduled return to school.  The main purpose of this meeting is to welcome the student, 
with their parent/s, back to the school.  It is not a time to review the student’s behaviour or the decision to 
suspend, the student has already received a punishment through their disciplinary absence from school.  The 
aim of the re-entry meeting is for school staff to set the student up for future success and strengthen home-
school communication. 
 
It is not mandatory for the student or their parents to attend a re-entry meeting.  It may be offered as a support 
for the student to assist in their successful re-engagement in school following suspension.   
 
Arrangements 
The invitation to attend the re-entry meeting will be communicated in writing, usually via written notification 
of the suspension.  Re-entry meetings are short, taking less than 10 minutes, and kept small with only the 
Principal or their delegate attending with the student and their parent/s. 
 
Possible agenda: 

• Welcome back to school  

• Check in on student wellbeing 

• Discuss any recent changes to school routine or staffing 

• Offer information about supports available (e.g. guidance officer) 

• Thank student and parent/s for attending 
 
Reasonable adjustments 
In planning the re-entry meeting, school staff will consider reasonable adjustments needed to support the 
attendance and engagement of the student. The inclusion of support staff may also offer important advice to 
ensure a successful outcome to the re-entry meeting. 
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School Policy – Temporary Removal of Student Property 

 
The removal of any property in a student’s possession may be necessary to promote the safe and supportive 
learning environment of the school, to maintain and foster mutual respect between all state school staff and 
students.  The Department of Education’s Temporary Removal of Student Property by School Staff Procedure 

outlines the processes, conditions and responsibilities for state school principals and school staff when 
temporarily removing student property. 
 
In determining what constitutes a reasonable time to retain student property, the principal or state school staff 
will consider: 

• the condition, nature or value of the property 

• the circumstances in which the property was removed 

• the safety of the student from whom the property was removed, other students or staff members 

• good management, administration and control of the school. 
 
The Principal or state school staff determine when the temporarily removed student property can be returned, 
unless the property has been handed to the Queensland Police Service. 
 
The following items are explicitly prohibited at Norfolk Village State School and will be removed if found in a 
student’s possession: 
 

• illegal items or weapons  

• imitation guns or weapons 

• potentially dangerous items  

• drugs* (including tobacco) 

• vapes, e-cigarettes etc 

• alcohol 

• aerosol deodorants or cans (including spray paint) 

• explosives (e.g. fireworks, flares, sparklers) 

• flammable solids or liquids  

• poisons  

• inappropriate or offensive material  

• no knives of any type are allowed at school.  Knives needed for school activities will be provided by 
the school, and the use of them will be supervised by school staff.  

 
*The administration of medications to students by school staff is only considered when a prescribing health 
practitioner has determined that it is necessary.  Schools require medical authorisation to administer any 
medication to students (including over-the-counter medications such as paracetamol or alternative 
medicines). 
 
In addition, student property may be removed and stored securely such as: 

• mobile phones in a student’s bag 

• jewellery not in line with our uniform policy 

• cash 

• items of value or significance 
 
Responsibilities  
 
State school staff at Norfolk Village State School:  

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

• consent is required from the student or parent to open, examine or otherwise deal with the temporarily 
removed student property. For example, without the consent of the student or parent, principals or 
state school staff who temporarily remove a mobile phone from a student are not authorised to unlock 
the phone or to read, copy or delete messages stored on the phone. 
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• where there is suspicion that the student has a dangerous item (for example, a knife) in their school 
bag, principals or state school staff should seize the bag immediately and remove from the student’s 
access prior to seeking search consent or calling the police. Under no circumstances should the 
student be permitted to go into the bag themselves. 

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

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

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

 
Parents of students at Norfolk Village State School: 

• ensure your children do not bring property onto schools grounds or other settings used by the school 
(e.g. camp, sporting venues) that: 

o is prohibited according to the Norfolk Village State School Student Code of Conduct  
o is illegal 
o puts the safety or wellbeing of others at risk 
o does not preserve a caring, safe, supportive or productive learning environment  
o does not maintain and foster mutual respect; 

• collect temporarily removed student property as soon as possible after they have been notified by the 
Principal or state school staff that the property is available for collection.   

 
 
Students of Norfolk Village State School: 

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

o is prohibited according to the Exemplar State College Code of Conduct 
o is illegal 
o puts the safety or wellbeing of others at risk  
o does not preserve a caring, safe, supportive or productive learning environment  
o does not maintain and foster mutual respect; 

• collect their property as soon as possible when advised by the Principal or state school staff it is 
available for collection. 
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School Policy – Use of Mobile Phones and Other Devices by Students 

 
Mobile phones are not permitted by students.   

 

From 2024 this becomes legislation in all Queensland Schools.  
 

• A student should only bring a phone to school if they require it to communicate with parents 
outside of school hours and outside of school grounds eg. from the bus stop after school. 
 

• If a parent needs to communicate a message to their child during school hours, parents should 
phone the school office to have that message relayed. 

 

• If a student requires a phone to communicate with parents outside of school hours and outside 
of school grounds, phones MUST be signed in at the office as soon as a student arrives onsite 
where it will be stored securely.  Students can sign these out after school.   

 
*Mobile phones required for the management of a medical condition  eg. diabetes, are exempt and are 
permitted onsite as part of a documented and approved Health Management Plan. 
 
In accordance with Department of Education policy and state legislation:  

• It is a requirement for all students (except for those with recorded exemptions) to keep their mobile 
phones switched off and away for the day and/or disable notifications on wearable devices during 
school hours. 

• There is a process to follow for seeking formal exemption from this policy for students who require 
access to their mobile phone or wearable device during school hours for medical, disability and/or 
wellbeing reasons.  Please make an appointment to meet with school staff. 
 

• Norfolk Village State School’s process for storage of student devices; 
o Students bring their phones to the office as soon as they arrive at school or released from 

before school care.   
o An admin officer prints 2 ID slips – one is given to the student, the other is attached to the 

phone with a rubber band. 
o At 8:50am all student phones are locked in a cupboard in the admin building where they remain 

for the day. 
o At 2:50pm all student phones are removed from the locked cupboard and returned to students 

as they attend the office after school with their ID slip. 
 

From the time students arrive at school, until the conclusion of the school day students are not 
permitted to access or use phones or access or use wearable devices. 
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iPads at Norfolk Village State School 
 
The following information is provided from our BYOD Parent and Student Handbook: 
 
Family Sharing to setup a Child Apple ID 
All students must have their own Child Apple ID, this is setup through Family Sharing. Family Sharing makes 
it easy for up to six people in your family to share Apps and Books, including purchased apps and books. 
Parents have control over content that is on their child's iPad. Parents are prompted with app requests from 
their children. Family sharing supports parents with managing iPad at home. 
 
Using a device signed in with parent name: 
 

Settings > tap your name > Family > Create Child Account 
 
If you are an existing Apple User visit for further support to setup https://support.apple.com/en-au/HT201088  
If you use other platforms such as Google or Samsung please use the information provided our BYOD Parent 
and Student Handbook on our website to help you setup Family Sharing.  
 
You will create the parent Apple ID and then follow instructions to setup a Family using your child’s device. 
When this has been created sign out of your Apple ID on the iPad and sign in with the Child’s Apple ID.  
 
Screen Time  
After Family Sharing is setup Screen Time and Parental Controls can be applied to your child's iPad. With 
Screen Time, you can access real-time reports about how much time your child is spending on their iPad, 
and set time limits for before and after school use. 
 
Use Apple device signed in parent name: 
  
Settings > Screen Time > Child's Name > Downtime, App Limits, Communication Limits, Communication 
Safety, Always Allowed and Content & Privacy Restrictions 
 
Use each of these settings to make parental decisions about what works best for your family. Limits can be 
applied to games and social media apps. It is strongly recommended that all the apps your child has 
access to are age-appropriate. This information is available in the App Store. 
 
It is strongly recommended that Content & Privacy Restrictions are applied to your child’s iPad. Using 
Screen Time, you can block or limit specific apps and features on your child's device, and restrict the settings 
their iPad for explicit content, purchases and downloads, and privacy.  Visit https://support.apple.com/en-
au/HT208982  for further support to setup Screen Time. 
 
Turning off iMessage 
iMessage must be OFF while at school. 
Whilst we understand that communication between home and school is important, iMessage for parent/child 
communication is not allowed. iMessage is not needed as a learning tool and as such, the use of this during 
learning time would constitute a breach of our BYOD Code of Conduct. 

Settings > Messages > iMessage off 
 
 
Accessibility Features 
Accessibility features help all students to learn. Please turn on the following functions on your child's iPad. 
Enable Spoken Content feature: 

Settings > Accessibility > Spoken Content > Turn on Speak Selection 
Enable Dictation: 

Settings > General > Keyboard > Enable Dictation 
 
Connecting to School Wi-Fi 
Our school network is a managed online environment controlled by The Education Department. This means 
that all web searching and online access is carefully controlled and monitored to ensure that students 

https://support.apple.com/en-au/HT201088
https://support.apple.com/en-au/HT208982
https://support.apple.com/en-au/HT208982
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are working in a safe online environment. You do not need to do anything to connect your child’s iPad to 
the school network, this will happen during school time when the iPad comes to school. 
 
Education Queensland provides all State Schools with a Managed Operating Environment (MOE). 
This means that web searching is filtered and traceable for both students and staff. 
 
At school, students MUST agree to follow the Appropriate Use/Behaviour of School Network guidelines in 
relation to Internet Use. Internet access is provided by Education Queensland’s Managed Internet Service 
(MIS) and provides students with: 
• Content-filtered Internet access 
• Virus-filtered email 
• School website hosting 
 
MIS provides the means to filter students’ access to web pages from a global level; controlled by Education 
Queensland and from a school level when appropriate. 
 
Family Sharing MUST be set up on all student iPads.  At NVSS we value Family Sharing as an important 
way for parents to influence their child’s device use. Family Sharing is a feature of Apple products. Family 
Sharing enables children under the age of 13 to have their own Apple ID which is linked to your parent 
account with the appropriate restrictions. It also allows families to share apps across 6 devices, which means 
you only need to purchase a paid app once and it can be used across many devices. Family Sharing also 
offers Parental Controls which support your child to manage their screen time and access to the device.  
http://www.apple.com/au/family-sharing 
 
 
iMessage must be OFF on all student iPads during school hours.  Whilst we understand that 
communication between home and school is important, iMessage for parent/child communication is not 
allowed. iMessage and Facetime are not needed as a learning tools and as such, the use of this during 
learning time would constitute a breach of our BYOD User Agreement.  To communicate with your child 
during the school day please phone the school office or email their teacher. 
 
Social media apps are NOT allowed on student iPads.  Most social media apps are NOT age appropriate, 
for example a 9 year old should have apps that are recommended for 9 year-olds and under. All Social Media 
Apps including, but not limited to Facebook, Instagram, TikTok, Fortnite and Snapchat are NOT to be installed.  
 
The Carly Ryan Foundation offers app guides for parents: 
https://www.carlyryanfoundation.com/resources/fact-sheets and the Apple App Store provides 
recommended age limits. 
 
Smart Watches and Phones:  Phones must be signed into the office each morning (placed into silent mode) 
and then signed out at the end of each day. To wear a Smart Watch to school, students and parents 
must read, agree and sign our school Smart Watch Policy. This can also be found on our school website. 
Classroom teachers will hand out the agreements as necessary.  
  

https://www.carlyryanfoundation.com/resources/fact-sheets
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Parents and students should: 

• understand the responsibility and behaviour requirements (as outlined by the school) that come with 
accessing the department’s ICT services and network facilities 

• ensure they have the skills to report and discontinue access to harmful information if presented via 
the internet or email 

• be aware that: 
o access to ICT services, facilities and devices provides valuable learning experiences for 

students and supports the school's teaching and learning programs 
o ICT services, facilities and devices should be used appropriately as outlined in the Student 

Code of Conduct and Student and Parent BYOD Handbook 
o the school is not responsible for safeguarding information saved/stored by students on 

departmentally-owned student computers or mobile devices 
o schools may remotely access departmentally-owned student computers or mobile devices 

for management purposes 
o students who use a school's ICT services, facilities and devices in a manner that is not 

appropriate may be subject to disciplinary action by the school, which could include restricting 
network access 

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

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

• any inappropriate images/footage posted by individuals on website/s is managed according to the 
Student Code of Conduct 

 
It is acceptable for students while at school to:  

• use mobile devices for:  
o assigned class work and assignments set by teachers 
o developing appropriate literacy, communication and information skills 
o authoring text, artwork, audio and visual material for publication on the intranet or internet for 

educational purposes as supervised and approved by the school 
o conducting general research for school activities and projects 
o communicating or collaborating with other students, teachers, their parents or experts in 

relation to school work 
o accessing online references such as dictionaries, encyclopaedias, etc.  
o researching and learning through the department's eLearning environment 

• be courteous, considerate and respectful of others when using a mobile device 

• switch off and place out of sight the mobile device during classes, when these devices are not being 
used in a teacher-directed activity to enhance learning 

• use their personal mobile device for private use before or after school, or during recess and lunch 
breaks, in accordance with Student Code of Conduct 

• seek teacher's approval where they wish to use a mobile device under special circumstances. 
 
Unacceptable/inappropriate use/behaviour by a student 
It is unacceptable for students while at school to:  

• use a mobile device in an unlawful manner 

• download, distribute or publish offensive messages or pictures 

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

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

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

• deliberately waste printing and internet resources 

• damage computers, printers or network equipment 

• commit plagiarism or violate copyright laws 

• ignore teacher directions regarding the use of social media, online email and internet chat 

• send chain letters or spam email (junk mail) 

• share their own or others’ personal information and/or images which could result in risk to 
themselves or another person’s safety 

• knowingly download viruses or any other programs capable of breaching the department's network 
security 
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• use in-phone cameras inappropriately, such as in change rooms or toilets 

• invade someone's privacy by recording personal conversations or daily activities and/or the further 
distribution (e.g. forwarding, texting, uploading, Bluetooth use etc.) of such material 

 
Norfolk Village State School User Agreement 
Families are in partnership with the school to ensure that iPads are for learning. In order to support the 
successful integration of iPads as learning tools both students and parents have responsibilities.  
 
Students will: 

• Use iPad for learning at school so I will only use SCHOOL APPS while at school 

• bring my iPad with 100% battery every day 

• Turn iMessage off and NOT access it during the school day 

• not take photos/videos/recordings unless directed by a teacher 

• not upload or share any school work unless directed by a teacher 

• choose “Always Allow” in the Classroom App, and I will not change these settings 

• keep my case on my iPad 

• leave iPad inside during break times 

• keep iPad in my bag before and after school 

• use the Cyber High-5 

• leave phones at the office 

• not alter the QWERTY keyboard or fonts by downloading external apps  
 

If I do not follow these rules I understand that: 

• My parents may be notified. 

• I may lose the privilege of using my iPad at school for a period of time and I will still need to complete 
my school work in other ways. 

• The NVSS Behaviour Code will be used to inform any necessary consequences. 
 
Parents will: 

• set up my child’s iPad using the information provided on School Website  

• supply suitable headphones and a case for my child’s iPad 

• setup Family Sharing on my child’s iPad 

• use Child Apple ID to sign into my child’s iPad 

• install the required apps on my child’s iPad 

• turn iMessage and Facetime off during school hours using Communication Limits in Screen 
Time settings 

• use Content and Privacy Restrictions in Screen Time to monitor the content which my child can access 

• not install social media, games or entertainment apps which are not suitable for the age of my 
child. E.g. if my child is 9 years old I will not install apps intended for 12+ 

• not supply my child with a SIM card for their iPad 

• support their child to leave any phones or smartwatches (connecting to outside networks) at 
the school office during school hours 

 
Norfolk Village State School Smart Watch User Agreement 
Families are in partnership to ensure that iPads and other devices are for learning.  
 
If parents/carers choose to supply their child/children with smart watches, they must: 

• Understand that any smart watches that are worn to school must include parental controls/school 
mode. 

• Use parental controls to set school mode. This means that the watch will not have access to outside 
networks/camera/messaging/phone. 

• In the event that smart watches can access outside networks the device will be removed in line with 
the NVSS Student Code of Conduct. 

• Understand that smart watches are worn at your own risk and any damages occurring during school 
hours (including before and after school) are the parent’s /carer’s responsibility. Parents and students 
are responsible for the security, insurance and maintenance of personal devices. 
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• Understand that if the device has a negative impact on student learning, the school will ask that the 
device does not come to school. 

Students will: 

• Wear smart watches to tell the time, date and track steps. 

• Leave their watch on and not remove or share this with anyone else. 

• Follow the NVSS Student Code of Conduct. 

• If the smart watch is connecting to an outside network it will need to be stored at the office during 
school hours. 

• Alert the teacher to any notifications that appear on their smart watch. 
 
If I do not follow these rules I understand that: 

• My parents may be notified. 

• I may lose the privilege of having my smart watch at school. 

• The NVSS Student Code of Conduct will be used to inform any necessary consequences. 
 
 
 

School Policy – Appropriate Use of Social Media 

 

The Department of Education and Norfolk Village State School acknowledge the growing popularity of social 
media as a communication tool. They also acknowledge the potential for damage to be caused (either directly 
or indirectly) to students, families and staff through the inappropriate use of social media. Students must 
understand they are responsible for the content they publish on social media platforms so it is 
important they understand what is expected of them while using social media.   
 
The internet, mobile phones and social media provide opportunities for students to network and socialise 
online. While these technologies provide positive platforms for sharing ideas, they also have the potential to 
cause pain and suffering to individuals, groups or even whole communities.   
 
It’s important to remember that sometimes negative comments posted about the school community have a 
greater impact than expected. This information is about social media in relation to comments or posts about 
the school community. Reputations of students, staff, schools and parents can be permanently damaged — 
and in some cases, serious instances of inappropriate online behaviour are dealt with by police and the court 
system. 
 
Parents and Social Media 
Being aware of a few simple strategies can help keep the use of social media positive and constructive: 

• Before you post something online, ask yourself if the community or individual really need to know. Is 
it relevant, positive and helpful? 

• Remember that what you post online is a direct reflection of who you are. People will potentially form 
lasting opinions of you based on what you post online. 

• Be a good role model. If things get heated online consider logging out and taking a few moments to 
relax and think. Hasty, emotive responses could inflame situations unnecessarily. 

• Be mindful when commenting, try to keep general and avoid posting anything that could identify 
individuals. 

• A few years ago parents may have discussed concerns or issues with their friends at the school gate. 
Today with the use of social media, online discussions between you and your close friends can very 
quickly be shared with a much wider audience, potentially far larger than intended. 

• Taking a few moments to think about the content you are about to post could save upset, 
embarrassment, and possible legal action. 

• As a parent you have a role in supervising and regulating your child’s online activities at home and its 
impact on the reputation and privacy of others. Parents are their child’s first teachers — so they will 
learn online behaviours from you. 
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Parental and community feedback is important for schools and the department. If you have a compliment, 
complaint or enquiry about an issue at school, the best approach is to speak directly to the school about the 
matter, rather than discussing it in a public forum. 
 
While many schools use social media to update parents of school notices, the department prefers that parents 
contact schools directly with a compliment, complaint or enquiry due to privacy considerations. Imagine if 
your doctor, accountant or banking institution tried to contact you to discuss important matters via Facebook. 
 
If you have raised an issue with a school or know that another person has, consider refraining from discussing 
those details on social media, particularly the names of anyone involved. 
 
Keep comments calm and polite, just as you would over the telephone or by email. If you encounter negative 
or derogatory content online which involves the school, hinders a child’s learning and/or affects the school 
community at large, contact the school principal. 
 
Possible civil or criminal ramifications of online commentary 
A serious instance of inappropriate online behaviour may constitute a criminal offence and become a police 
matter. For example, online content may substantiate the offence of ‘using a carriage service to menace, 
harass or cause offence’ (Criminal Code Act 1995 (Cwth) s. 474.17). School staff may contact their union or 
obtain personal legal advice if they feel that online content seriously impacts their reputation. Defamatory 
online content may give rise to litigation under the Defamation Act 2005 (Qld). 
 
Privacy 
If you upload photos of your children, be mindful of who might be in the background. You might be happy to 
share your child’s successes with your friends and family via social media, but some parents are not. If you 
are tagging or naming students, consider that other parents may not want their child’s name attached to 
images online. 
 
Inappropriate or problem content 
Taking the following steps may help resolve the issue in a constructive way: 

• refrain from responding 

• take a screen capture or print a copy of the concerning online content 

• if you consider problem content to be explicit, pornographic or exploitative of minors, you should keep 
a record of the URL of the page containing that content but NOT print or share it. The URL can be 
provided to the school principal, or police, as needed for escalation of serious concerns 

• block the offending user 

• report the content to the social media provider. 
 
Students and Social Media 
Inappropriate content on social media platforms and cyberbullying can be reported using the following links:  
www.esafety.gov.au/key-topics/cyberbullying  
www.qld.gov.au/education/schools/health/cybersafety  
 
The internet, mobile phones and instant messaging provide opportunities for children to learn, be creative 
and socialise online. However, the online environment also provides numerous opportunities for harm to be 
caused to children.  
 
The school recognises students access various social media sites and apps via personal electronic devices 
and home networks. The school is not responsible for monitoring children’s compliance with social media 
apps, website age requirements and terms and conditions outside of school hours. 
 
There are a number of potential risks and concerns for students when communicating online. These include 
accessing and posting inappropriate content, cyberbullying, oversharing, and engaging in conversations with 
persons they do not know in the real world.  
                                  
It is unacceptable for students at our school to engage in cyberbullying, or other inappropriate online 
behaviours. Our school’s ICT Acceptable Use Agreement and Student Code of Conduct provides guidelines 
on acceptable online behaviour by students. If an online incident negatively impacts on the good order and 
management of the school, the school may impose disciplinary consequences for this behaviour. This could 

http://www.esafety.gov.au/key-topics/cyberbullying
http://www.qld.gov.au/education/schools/health/cybersafety
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include suspension and/or exclusion in serious cases. In serious cases the school may also report an incident 
to the police.  
 
Parents should: 

• discuss with their child the importance of engaging in safe and positive online behaviours 

• teach their child the importance of being a responsible digital citizen.   

• help their child to take steps to block anyone who makes them feel uncomfortable, harassed or bullied. 

• monitor their child’s online behavious and activity if their child is connected to any social networking 
site, reviewing their ‘friends list’ and adding them as a friend yourself may help parents manage their 
child’s safety and reduce the risk of them associating with inappropriate contacts. 

 
Parents should check if their child is accessing sites and apps that are age appropriate. For example, 
Facebook, Instagram, TikTok and Snapchat require a user to be at least 13 years of age to create an account.  
This means that no Norfolk Village State School student should have access to any social media 
platorms or own any social media accounts.  As your child approach the age of 13, pressure from friends 
to create accounts may intensify. Parents should encourage their child to always ask permission before using 
a new website or downloading a new app.  
 
If a child has created a social media account and they do not meet the age requirements, it is recommended 
that parents work with their child to remove all posted content and deactivate the account.  
  
For more information about age requirements, app functionality, and reporting options, click on the help 
sections on these common social media website or app. 
• https://help.instagram.com/  
• https://www.facebook.com/help  
• http://support.tiktok.com/  
• https://support.snapchat.com   
 
To better support your children’s technology use at home, parents may wish to visit the below websites which 
contain valuable advice and resources:   
• https://www.esafety.gov.au  
• http://www.staysmartonline.gov.au   
• https://www.thinkuknow.org.au         
 
The Department of Education has recently published the document ‘Online awareness: Information for 
parents and caregivers’. This guide provides important information for parents about cybersafety and 
cyberbullying. It suggests what actions parents and caregivers can take if their child is the target of or is 
responsible for inappropriate online behaviour. The guide is available at: 
https://behaviour.education.qld.gov.au/resources-publications/Documents/cyberbullying-parents-
caregivers-guide.pdf  
 
  

https://help.instagram.com/
https://www.facebook.com/help
http://support.tiktok.com/
https://support.snapchat.com/
https://www.esafety.gov.au/
http://www.staysmartonline.gov.au/
https://www.thinkuknow.org.au/
https://behaviour.education.qld.gov.au/resources-publications/Documents/cyberbullying-parents-caregivers-guide.pdf
https://behaviour.education.qld.gov.au/resources-publications/Documents/cyberbullying-parents-caregivers-guide.pdf
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School Policy – Preventing and Responding to Bullying 

 
The agreed national definition for Australian schools describes bullying as: 

• ongoing and deliberate misuse of power in relationships through repeated verbal, physical and/or 
social behaviour that intends to cause physical, social and/or psychological harm. 

• involving an individual or a group misusing their power, or perceived power, over one or more persons 
who feel unable to stop it from happening. 

• happening in person or online, via various digital platforms and devices and it can be obvious (overt) 
or hidden (covert).  

• bullying behaviour is repeated. 

• having immediate, medium and long-term effects on those involved, including bystanders.  
 
Single incidents and conflict or fights between equals, whether in person or online, are not defined as bullying. 
 
Behaviours that do not constitute bullying include: 

• mutual arguments and disagreements 

• not liking someone or a single act of social rejection 

• one-off acts of meanness or spite 

• isolated incidents of aggression, intimidation or violence. 
 
However, these conflicts are still considered serious and need to be addressed and resolved.  At Norfolk 
Village State School our staff will work to quickly respond to any matters raised of this nature in collaboration 
with students and parents.  
 
Wellbeing, Mental Health support and counselling is available at Norfolk Village State School through 
our Guidance Officer or Chaplain.  These services require and consent form and can be accessed 
through a meeting with a Deputy Principal. 
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Norfolk Village State School - Bullying response flowchart for teachers 

 
Please note these timelines are a guide only and will be adjusted depending on the unique circumstances 
and risk associated with each situation. This is at the professional judgment of the staff involved. Timeframes 
should be clearly discussed with student and family. 

 

 

 
 

  

Key contacts for students and parents to report bullying:  Class Teacher and/or Deputy Principal 

First hour 

Listen 

• Provide a safe, quiet space to talk 

• Reassure the student that you will listen to them  

• Let them share their experience and feelings without interruption 

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

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

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

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

screenshots) 

• Write a record of your communication with the student 

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

• Enter the record in OneSchool  

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

Day one 

Document 

• Gather additional information from other students, staff or family 

• Review any previous reports or records for students involved 

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

• Clarify information with student and check on their wellbeing 

Day two 

Collect 

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

matter is at issue  

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

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

• Engage the student as part of the solution 

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

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

Day three 

Discuss 

• Document the plan of action in OneSchool 

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

• Monitor student and check in regularly on their wellbeing 

• Seek assistance from student support network if needed 

Day four 

Implement 

• Meet with the student to review situation 

• Discuss what has changed, improved or worsened  

• Explore other options for strengthening student wellbeing or safety 

• Report back to parent 

• Record outcomes in OneSchool  

Day five 

Review 

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

• Record notes of follow-up meetings in OneSchool 

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

• Look for opportunities to improve school wellbeing for all students 

Ongoing 

Follow up 
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Cyberbullying 
 
Cyberbullying is treated at Norfolk Village State School with the same level of seriousness as in-person 
bullying.  The major difference with cyberbullying however, is that unlike in-person bulling, cyberbullying 
follows students into their community, their homes and their bedrooms, giving them no opportunity to escape 
the harassment or abuse during the evening, weekends or holidays.    
 
In the first instance, students or parents who wish to make a report about cyberbullying should approach the 
regular class teacher or Deputy Principal. 
 
It is important for students, parents and staff to know that state school principals have the authority to take 
disciplinary action to address student behaviours that occur outside of school hours or school grounds.  This 
includes cyberbullying.  Parents and students who have concerns about cyberbullying incidents occurring 
during school holidays should immediately seek assistance through the Office of the e-Safety Commissioner 
or the Queensland Police Service. 
 
Students enrolled at Norfolk Village State School may face in-school disciplinary action, such as 
detention or removing of privileges, or more serious consequences such as suspension or exclusion 
from school for engaging in behaviour that adversely affects, or is likely to adversely affect, other 
students or the good order and management of the school. This includes behaviour such as 
cyberbullying which occurs outside of school hours or settings, for example on the weekend or 
during school holidays.  It also applies to inappropriate online behaviour of enrolled students that is 
directed towards other community members or students from other school sites. 
 
Parents or other stakeholders who engage in inappropriate online behaviour towards students, staff or other 
parents may be referred to the Office of the e-Safety Commissioner and/or the Queensland Police Service.    
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Restrictive Practices 

 

School staff at Norfolk Village State School may need to respond to student behaviour that presents a risk of 
physical harm to the student themselves or others. It is anticipated that most instances of risky behaviour can 
be de-escalated and resolved quickly.  On some rarer occasions, a student’s behaviour may continue to 
escalate and staff need to engage immediately with positive and proactive strategies aimed at supporting the 
student to manage their emotional arousal and behaviour. 
 
In some very rare situations, where there is immediate risk of physical harm to the student or other people, 
and when all other alternative strategies have failed to reduce the risk, it may be necessary for staff to use 
restrictive practices.  
 
The use of restrictive practices will always be as a last resort, when there is no other available option for 
reducing immediate risk to the student, staff or other people. Restrictive practices are not used for punishment 
or as a disciplinary measure.   
 
The Department’s Restrictive Practices Procedure is written with consideration for the protection of 
everyone’s human rights, health, safety and welfare.  There are six fundamental principles: 
 
1. Regard to the human rights of those students 
2. Safeguards students, staff and others from harm 
3. Ensures transparency and accountability  
4. Places importance on communication and consultation with parents and carers 
5. Maximises the opportunity for positive outcomes, and 
6. Aims to reduce or eliminate the use of restrictive practices. 
 
Very rarely restrictive practices will be planned and staff will employ, when necessary, pre-arranged 
strategies and methods (of physical restraint/ mechanical restraint/ clinical holding) which are based upon 
behaviour risk assessment or clinical health need and are recorded in advance. The use of planned strategies 
will only be where there is foreseeable immediate risk consistent with the Restrictive Practices Procedure. 
 
Seclusion will not be used as a planned response and will only be used in serious circumstances for managing 
an unforeseeable situation in an emergency. It will be used for the shortest time possible and in a safe area 
that presents no additional foreseeable risk to the student. In such emergencies, a staff member will observe 
the student at all times and seclusion will cease as soon as possible.  
 
Following the use of any restrictive practice, a focused review will help staff to understand how they 
responded to the risk in any incident that involved the use of a restrictive practice. Staff will consider whether 
there are other options for managing a similar situation in the future. This strategy works well for reducing the 
use of restrictive practices.  
 
All incidents of restrictive practices will be recorded and reported in line with departmental procedures. 
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Critical Incidents 

 

It is important that all school staff have a consistent understanding of how to respond in emergencies that 
seriously endanger students or others. This consistency ensures that appropriate actions are taken to ensure 
that both students and staff are kept safe.  
 
A critical incident is defined as an occurrence that is sudden, urgent, and usually unexpected, or an occasion 
requiring immediate action (e.g. in the community, on the road).  A critical behaviour incident refers to 
behaviour that is so disruptive and/or unsafe that school routines cannot continue. Behaviour that poses an 
imminent risk to self or others and immediate assistance is needed. The staff member at the scene enacts 
our emergency response procedures. 
 
 
 
 

 
 


