
1

 

 

RESILIENT      INNOVATIVE      SUCCESSFUL

Student Engagement Policy
Melville Senior High School

MELVILLE
SENIOR HIGH SCHOOL

www.melville.wa.edu.au            melville.shs@education.wa.edu.au            (08) 6274 1300



2

 

TABLE OF CONTENTS

Overview 3

Student Engagement Flow Chart - Classrooms 10

Student Behaviour Flow Chart - In the Yard 11

Appendix 1. Good Standing Policy 12

Appendix 2. Bullying, Discrimination and 
Harassment Policy and Procedures 13

Appendix 3. Digital Device Policy 16

Appendix 4. Mobile Phone Policy 23

Appendix 5. Uniform Policy 24

Purchasing: Uniform Concepts Store 24

Appendix 6. Smoking Policy 25

Appendix 7. Guidelines for Discussion of Behaviour 
Management Issues 26



3

 

OVERVIEW

Melville Senior High Schools’ vision statement emphasises the importance of ‘Achieving excellence 
today and building bright futures for tomorrow’, we provide a distinctive, comprehensive education 
with strong academic and vocational pathways assisted by effective pastoral care programs, where all 
students are given the opportunity to become confident, innovative and successful learners and are 
supported in the process of defining themselves as they prepare to meet the challenges of the future.

Melville SHS as a friendly and safe school which embraces a supportive and caring pastoral care 
system, recognising that close attention to the needs, welfare and progress of its students. This forms 
the foundation of a safe learning environment. The establishment of positive relationships between 
staff and students is of paramount importance if a sense of pride and commitment to learning is to be 
developed and maintained. Successful relationships foster positive self-concepts and attitudes that 
lead to successful outcomes for students.

The school’s Student Engagement Policy embodies the school’s vision statement and represents 
a whole school approach towards providing the opportunity for students to become confident, 
innovative and successful learners while enjoying a world class educational experience. The aim of 
the Policy is to create a safe, supportive and engaging learning environment in which all students are 
able to learn without disruption while being responsible for their own behaviour.

OUR SCHOOL VALUES
In addition to giving all students the opportunity to become confident, innovative and successful 
learners, at Melville SHS we value:

RESPECT 
Be kind, courteous and actively listen to others. Show regard for the well-bring of self, others and the 
environment. Be reflective and seek feedback. Act in accordance with the DoE Code of Conduct and 
Melville SHS Workplace norms. 

LEARNING 
We all have the capacity to learn and achieve success. Be an active, positive and persistent learning 
to maximise your success. Embrace life-long learning as the key to our development and future. 
Learning is maximised when teachers, students and parents/carers work together.

EXCELLENCE 
Believe in yourself and your capacity to succeed. Strive to achieve your personal and collective best. 
Maintain high expectations for effort and endeavour. Celebrate success and continually strive for 
improvement. 

RELATIONSHIPS
Treat others the way you like to be treated. Show compassion and empathy. Engage in positive verbal 
and non-verbal communication. Work together to achieve common goals.

INCLUSIVITY 
Respect and appreciate cultural diversity. Accept and celebrate individual differences. Be inclusive to 
promote connection and belonging. Cater to individual needs to support well-being and achievement. 
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CODE OF CONDUCT
Each student at Melville Senior High School has rights and responsibilities to uphold, just as in society, 
however as with society, linked to these rights are clear responsibilities. It is through each of us 
meeting our responsibilities as a member of the Melville SHS Community that we will indeed deliver 
a world class education in a safe, supportive and friendly environment.

OUR RESPONSIBILITIES OUR RIGHTS

We all have the responsibility to: We all have the right to:

• Treat other people with courtesy and respect
• Cooperate and work to the best of our ability and 

not disrupt the learning of others
• Keep the school and it’s grounds clean and respect 

other people’s work and possessions
• Behave in a manner that will bring credit to the 

school

• Be treated courteously and respectfully
• Learn without being disrupted by others
• Work in a clean and safe environment
• Feel pride in ourselves and our school

 
Members of the school community have a responsibility to:
• Be punctual, prepared and well presented to class;
• Display respect and courtesy;
• Work responsibly and diligently on all activities
• Respect personal possessions and school property; and
• Maintain a neat and orderly school environment.
• Show pride in ourselves and the school in our conduct and our appearance.

SCHOOL RULES
These rules are derived from the School Code of Conduct. They are intended to identify major 
behavioural expectations. They reflect the endorsed position of the school’s community and have 
been endorsed by the School Board.

STUDENT COMPLIANCE
Students must follow all lawful instructions by the school staff.

SCHOOL UNIFORM
Students are required to wear Melville SHS uniform at all times. Only items purchased from the 
Uniform Shop and with embroidered school logo are permitted.

DESIGNATED STUDENT ACCESS AREAS
• Students are only permitted in classrooms during class time or with a teacher present.
• Students are not permitted on the first floor or the stairwells during recess and lunch.
• Students are required to stay within their designated year level areas during recess and lunch 

unless engaged in physical activity on the basketball/handball courts or oval (refer school diary).
• Food and drinks are not to be taken into any classroom or on the oval

LATENESS TO CLASS
Students will attend all classes on time and not leave class early.

STUDENTS OUT OF CLASS DURING LESSONS
Students are not generally permitted to be out of class without direct teacher supervision. However, 
if they are released for the toilet (for example) they are required to carry a note from their teacher in 
their diary.
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STUDENTS LEAVING SCHOOL GROUNDS
Students may only leave school grounds during the school day via the Student Services office with 
both school and parent/care giver/guardian permission.

OVAL ACCESS
Students are permitted on the school oval, basketball and handball courts during recess and lunch 
for sporting activities only. Students may sit on the edge of the oval closest to the school buildings 
to eat however no food is to be consumed on the school oval. Students are not permitted to sit on 
the north western (near the beach volleyball courts) or southern side of the oval during these breaks.

PROHIBITED SUBSTANCES
Prohibited substances are not permitted on school grounds. This includes, alcohol, tobacco, illegal 
drugs, prescription drugs intended for misuse, any item that could be used as a weapon, aerosol cans, 
indelible marker pens, chewing gum and any other substances that may be used for illicit purposes.

BULLYING AND FIGHTING
Students are not to engage in any behaviour that may bring emotional, psychological or physical 
harm to another person. Melville SHS has a zero tolerance approach in dealing with threats, any acts 
of violence and on-going bullying behaviour. 

There are a number of supporting documents contained in our Student Engagement Policy. These 
include:

• Good Standing Policy Please note: new policy currently in development
• Bullying, Discrimination and Harassment Policy and Procedures
• Digital Devices Policy
• Mobile Phone Policy
• Mobile Phone Policy Flow Chart
• Uniform Policy
• Smoking Policy Please note: new policy currently in development
• Guidelines for Discussion of Behaviour Management Issues
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PARENTS ROLES AND RESPONSIBILITIES 
Parents/caregivers have a right to feel welcome and be involved with their children’s education and to 
know that their child is in a safe and nurturing learning environment.

PARENTS/CAREGIVERS SHOULD:
• Be treated with courtsey and respect at all times
• Be able to access appropriate education for their children
• Be able to access information about their child’s academic, social and emotional education and 

progress
• Be involved in the school decision making process
• Be heard in an appropriate forum with respect to decisions affecting their child
• Parents/caregivers have a responsibility to communicate with and support the school in a manner 

that is respectful and courteous.

PARENTS/CAREGIVERS SHOULD:
• Treat staff, other parents and students with courtsey and respect
• Assist their child in maintaining regular attendance of 90% or above
• Be supportive of their child’s schooling
• Provide all necessary materials to enable learning
• Be available to discuss issues with respect to their child’s learning, wellbeing and behaviour.

IMPLEMENTATION OF THE STUDENT ENGAGEMENT POLICY
Melville SHS has adopted a whole school approach to manage student behaviour based on the 
principles developed by Barrie Bennett and Peter Smilanich (B&P Smilanich 1994). To maximise the 
effectiveness of this approach, the following roles and responsibilities are accepted by staff.

THE PRINCIPAL AGREES TO:
1. Support the principles of the Student Engagement Policy
2. Promote a positive, safe and supportive school environment
3. Oversee the implementation of the Student Engagement Policy 

THE MIDDLE SCHOOL, SENIOR SCHOOL AND STRATEGIC PLANNING & OPERATIONS 
DEPUTY PRINCIPALS AGREE TO:
1. Support the principles of the Student Engagement Policy 
2. Promote a positive, safe and supportive school environment
3. Support the Deputy Principal Student Services and Student Services Managers in the 

implementation of the Student Engagement Policy 

THE DEPUTY PRINCIPAL STUDENT SERVICES AGREES TO:
1. Support the principles of the Student Engagement Policy
2. Promote a positive, safe and supportive school environment
3. Oversee the coordination of the Student Engagement Policy 
4. Revise and update the Student Engagement Policy in response to the needs of the school, 

Education Department Policy and Strategic Plans at the commencement of each year and present 
the revised Student Engagement Policy for endorsement by the school Board

5. Oversee a whole school approach whereby Student Services Support staffs assist class teachers 
and Head of Learning Area (HOLA) and Teachers in Charge (TIC) to implement the Student 
Engagement Policy.

6. Provide analysis and feedback to school staff on school behavioural and social/emotional climate; 
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targeted behavioural concerns across the school and plan for preventative and responsive 
strategies including curriculum adjustments, targeted solutions, community contact, and support 
from external agencies.

7. Support Student Services Managers in the implementation of end-of-line behaviour management 
strategies.

8. Liaise with external agencies in conjunction with Student Services Team as appropriate
9. Provide on-going staff development and support in positive behaviour support, classroom 

management strategies and the collation of data through use of Academy
10. Work closely with Student Services Managers, HOLA’s and TIC to ensure compliance with the 

stages of managing student behaviour

STUDENT SERVICES MANAGERS AGREE TO:
1. Promote a positive, safe and supportive school environment
2. Co-ordinate and implement Melville SHS’s Student Engagement Policy
3. Case manage the whole school approach – coordinating nurse, chaplain, psychologist, Learning 

Support Coordinator, Aboriginal and Islander Education Officer (AIEO) and Year Coordinators 
4. Case manage referred students within the Student Engagement Policy processes as required
5. In conjunction with the Deputy Principal Student Services and Principal implement end-of-line 

behaviour management strategies
6. Liaise with outside agencies as required
7. Under direction of the Deputy Principal Student Services and in conjunction with the Principal 

withdraw or suspend a student from school as required for any serious or on-going breach of 
school rules or the code of conduct and manage the subsequent re-entry process

8. Monitor student behaviour in the school grounds and in the wider community (as necessary)
9. Provide on-going staff development and support in classroom management strategies and the 

use of Academy
10. Provide support to staff, students and parents/care givers/guardians
11. Communicate actions / feedback to relevant referring staff members and parents/care givers/

guardians 
12. Keep records in Academy (SIS for suspensions)
13. Work closely with HOLA/TIC to ensure compliance with the stages of managing student behaviour

YEAR COORDINATORS AGREE TO:
1. Monitor the overall academic success of relevant year groups
2. Assist parents in gaining feedback on academic performance and overall engagement 
3. Liaise with parents to provide support and assistance as required
4. Monitor students’ attendance and implement required strategies as per attendance policy
5. Provide support to classroom teachers and HOLA in a consultative role
6. Collate information from all classroom teachers regarding student’s behaviour as required
7. Counsel students from a pastoral care point of view, establishing reasons for inappropriate 

behaviours and promotion of positive behaviours
8. Engage in behaviour management discussions with students who are displaying inappropriate 

behaviours in the classroom – as required and liaise with Student Services Managers, teachers/
HOLAs regarding inappropriate behaviour of students

9. Develop Attendance Sheets, Behaviour Monitoring sheets and Individual Documented Plans 
(Behaviour) as required

10. Provide on-going promotion of positive behaviours via whole school recognition and rewards 
excursions

11. Maintain contact with parents of students at risk and provide on-going support where appropriate
12. Maintain contact with classroom teachers where issues of inappropriate behaviours are concerning 

and provide support and guidance where appropriate
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13. Assist in the monitoring adherence to the Uniform Policy
14. Support the case management system as a part of the Student Services team

HEADS OF LEARNING AREA / TEACHERS IN CHARGE AGREE TO:
1. Ensure that any learning area behaviour processes are consistent with the whole school Student 

Engagement Policy 
2. Engage in behaviour management processes and strategies with students who are displaying 

inappropriate repeated behaviours in the classroom – as required and referred to by classroom 
teacher

3. Provide timely contact to parents/caregivers to outline classroom concerns of continuing 
inappropriate behaviours when required by classroom teachers and document in Academy

4. Provide mediation between parent, student and teacher as required
5. Develop and monitor classroom behaviour contracts as required
6. Provide support for classroom teachers in implementing the Student Engagement Policy and 

developing effective classroom management
7. Refer students to Student Services Managers or Deputy Principal Student Services if inappropriate 

behaviours continue or escalate
8. Works closely with the Deputy Principal Student Services, Managers of Student Services and Year 

Coordinators to ensure compliance with the stages of managing student behaviour

CLASSROOM TEACHERS AGREE TO:
1. Create a positive classroom environment. Reinforce appropriate behaviour by encouragement, 

reward and praise
2. Be conversant with and implement classroom management practices and procedures that reflect 

good practice
3. Be aware of the school and classroom rules and display them in the classroom, including effective 

classroom entry and exit procedures.
4. Be consistent in approach and fair in application of behavioural consequences
5. Focus on the student’s behaviour rather than the student
6. Communicate classroom rules and behaviour expectations while keeping within the school values 

and principles
7. Place emphasis on the resolution of difficulties and conflict
8. Keep parents/caregivers informed promptly of any difficulties or conflict that may arise and ensure 

that parents are involved in the resolution process where relevant
9. Ensure a record of behavioural incidents is kept on Academy. These records provide a history of 

behaviour
 a) in any parent interview; and
 b) for post-withdrawal discussion
10. Involve the HOLA/TIC when inappropriate behaviour is on-going and/or classroom teacher 

requires HOLA/TIC to assist with developing/discussing strategies to improve students’ behaviour
11. Works closely with the Year Coordinators and HOLA/TIC to ensure compliance with the stages of 

managing student behaviour as required
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ALL STAFF – PROCEDURES FOR PARENT/CAREGIVER CONTACT
Staff are encouraged to maximise their contact with parents/caregivers. All contact should be 
timely and not immediately prior to reporting periods. It is important that the efforts of students 
are recognised and acknowledged and parents/caregivers are informed of their child’s progress. In 
accordance with school policy this must include Connect but may also be via Letters of Commendation 
and Concern, phone, email, diary entries, and scheduling parent/caregiver interviews are just some 
means of improving staff/parent/caregivers relationships. 

Staff must contact parents/caregivers when a child’s disruptive behaviour is adversely affecting the 
learning of that child or others in the classroom. Staff are reminded that they can call on other school 
personnel (HOLA, Student Services Managers, Year Coordinators) to assist with interviews and parent/
caregiver contact. Student Services personnel have considerable formal and informal contact with 
parents/caregivers and are available to advise and assist teacher. All parent contact will be recorded 
on Academy.

REVIEW PROCEDURE
1. A Student Engagement Policy review is to be carried out at the beginning of term one each year. 

This is to be led by the Deputy Principal Student Services representing the school executive and 
Student Services Managers. 

2. Time during professional development days will be allocated to provide staff with timely and 
relevant professional learning as required.

3. New staff in the school will be provided with the Student Engagement Policy at the beginning of 
the school year or as necessary.

4. All new Student Services staff, HOLA/TIC will be up-skilled on Student Engagement Policy 
discussions as required.

5. Student Engagement processes should be discussed at Learning Area meetings, throughout the 
year.

6. Student Engagement Policy is to feature as part of the school’s Satisfaction Survey every two 
years.
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STUDENT ENGAGEMENT FLOW CHART - CLASSROOMS 

Stage 1. Positive Classroom Management and School Environment (Teachers)

Establish together a clear set of rules that outlines expected 
positive behaviour (reinforce consistently and fairly)

Provide appropriate, engaging and relevant lessons 
aligned to the curriculum

Establish mutual respect and high expectations
Create a cohesive, safe and accountable class 
environment

Practice winning over and building positive relationships at 
every opportunity

Recognise and reward positive behaviours eg. Letters of 
Commendation, phone calls, emails, merit points.

Practice “Invisible Discipline”, using a range of low key 
strategies to prevent and respond to misbehaviours, resolve 
conflict and promote positive behaviours

Increase student accountability and ensure all work 
is completed and submitted via communication with 
parents e.g. Letter, phone call, email, Connect

Stage 2. Minor Conflicts (Teachers)
Teacher must enter Misbehaviour / Action into Acadamy

Square off and choice Whole class seating plan

Shift seats Private discussion of issue

Informal contract Lunch detention (Work provided if appropriate)

Isolation out of class (5 mins cool down on bench) Individual learning area detention

Buddy withdrawal class (Work and think sheet provided) Liaise with HOLA/TIC

Confiscation (Item enveloped and sent to SSM immediately)

Stage 3. Frequent Conflicts (Refer to HOLA’s / TIC’s)
Teacher must contact parent and enter Misbehaviour/Action into Academy

HOLA must oversee a written agreement Block withdrawal class (work provided) 

Parent contact via phone call, email or meeting Consultation with year coordinator

Mediation with teacher/student Behaviour monitoring sheet Year 7 -10 (through YC)

Individual learning area detention (work provided) Consultation with Student Services Managers

Stage 4. Repeated or Unresolved Conflicts 
Refer to Manager Student Services MS or SS, HOLA must enter Misbehaviour/Action in Academy

Case Management (refer to case management processes) Parent contact / case  conference

Suspension Individual behaviour, education or risk management plan

Formal contact Interagency support and consultation

Modified timetable Consult with school psychology service 

Stage 5. Refer to Deputy Principal for Shared Case Management

Urgent Incidents:
• Substance abuse
• Physical violence
• Abusive behaviour
• Theft
• Vandalism
• Yellow Card Incident
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STUDENT BEHAVIOUR FLOW CHART - IN THE YARD

Stage 1. Active Supervision of Yard Duty Teachers / Education Assistants / HOLA’s / TIC’s

Staff attend duty on time, with vest and “Jabiru” and 
remain on duty until their area is clear at the end of recess 
or lunch

Teacher in charge (TIC) of yard to use check sheet to 
ensure staff are in the right place in a timely manner

Staff to actively circulate, interact positively with students 
(winning over) and to ask them to assist in keeping the yard 
tidy

Should any staff be absent – TIC of yard to immediately 
seek to remind the staff member

Staff to use proximity/active scanning/gesture and verbal 
cues to redirect unsafe behaviour

TIC of yard should then assist in high traffic areas

Stage 2. Low Level Misbehaviour
Duty Teachers / Education Assistants

Counsel/conversation The look, gesture, politeness

Private dialogue Yard duty

Deal with problem not student 5 - 10 minute timeout

Stage 3. On-going Non Compliance
Duty Teacher Must: Enter Behaviour / Action in Academy

Give student choices 
TIC of yard may bring the student to detention or oversee 
yard duty

Staff to collect TIC of yard to assist with the problem
TIC of yard to seek assistance from year co-ordinator – 
year co-ordinator may remove child from yard for a period 
of time

TIC of yard may support, encourage student to follow 
teacher instructions, counsel, private dialogue, choice

Year co-ordinator may refer straight to Managers of 
Student Services for further action

Stage 4. On-going Non Compliance or Serious Yard Breaches
TIC of Yard Must: Enter Behaviour / Action in Academy

Referral by TIC of yard may bring to Student Services 
managers

Student buddied with TIC of yard for a period of time

Block removal from the yard during lunch and recess - 
alternative venue provided

Student Services Managers may suspend

Counseling and or restorative meeting Individual behaviour/risk plan developed

Stage 5. Repeated Incidents of Unsafe or Non-compliant Behaviour
Student Services Manager Must: Enter Behaviour / Action in Academy

Student Services Manager refers student to DP Student 
Services

Case conference/ interagency support                                         

Restorative Meeting Possible indefinite removal from yard

Risk Management Plan Suspension

Urgent Incidents:
• Substance abuse
• Physical violence
• Abusive 

behaviour

• Theft
• Vandalism
• Yellow Card 

Incident
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APPENDIX 1. GOOD STANDING POLICY
Please note: new policy currently in development

GOOD STANDING RATIONALE
In 2018 the Minister for Education and Training released a policy titled “Let’s Take a Stand Together”. 
A requirement of this policy is that all public schools implement a Good Standing as part of their 
Student Engagement policy.

WHAT IS GOOD STANDING?
All students commence the year with Good Standing. Maintaining Good Standing requires students 
to adhere to the school rules which have been derived from the Code of Conduct, outlined within the 
Student Engagement Policy and the Attendance Policy.

THE FOCI OF GOOD STANDING IS LINKED TO
• Adherence to the School’s Code of Conduct
• Regular school attendance and punctuality with productive engagement and commitment to 

learning
• Demonstration of personal responsibility, self-care and respect, confidence in making positive 

choices and decisions 
• Demonstration of courtesy, care, cooperation and respect for the rights of others and the school 

environment
• Engages positively within the school and wider community fostering pride, and brings credit to 

themselves, their family and the school 

WITHDRAWAL OF GOOD STANDING
Withdrawal of Good Standing will result in the student not being able to participate in extra and 
co-curricular activities as decided by the Principal or delegate. Parents will be notified in writing if a 
student has lost Good Standing.

WITHDRAWAL OF GOOD STANDING WILL OCCUR WHEN  
• A student is suspended from school for any reason
• A student fails to maintain regular attendance 
• A student fails to be accountable for their non-attendance via on-site & off-site Truancy 
• A student is persistently absent with unacceptable reasons 

REGAINING GOOD STANDING
Students will be given ample opportunities to regain Good Standing. 

In the instance a student has been suspended, a Positive Support Plan will be negotiated and 
documented at the Return From Suspension meeting.

When Good Standing is withdrawn due to failing to maintain regular attendance, truancy and/or 
absences for unacceptable reasons steps to assist the student to regain Good Standing will be 
negotiated and documented in an Individual Attendance Plan at an Attendance case conference.
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_

Targeted student reports behaviour/
incident

Trusted adult 
(Whoever the student/observer initially 

chooses to involve)

Observer: parent/teacher/student 
may notice/witness notice and report

Action by trusted adult, (Involve year 
co-ordinator, Student Services manager, 

Deputy as necessary)
Inform year co-ordinator

Record in Academy
Parent contactSubsequent Follow-up

BULLYING BEHAVIOUR

INTRODUCTION
Melville SHS believes that every person has the right to be treated in a way which preserves his/
her dignity. It is this school community’s belief that all students should feel safe and valued while in 
the care of Melville SHS. We also need to acknowledge and be aware that bullying and harassing 
behaviour can take place in all facets of our society, including the school environment. It is therefore 
essential that as we shape the lives of young people in our community, we deliver a clear message 
that bullying and harassing behaviour is not acceptable in this school or anywhere else.

The definition of bullying for the purpose of this policy is as follows:
Bullying is different from “Conflict”. Conflict between students arise from time to time and should 
not be confused with bullying. Students are encouraged to seek assistance from parents, teachers 
and Year Coordinators to help them resolve conflict. Bullying is the deliberate and continual desire to 
hurt, injure, threaten, dominate or embarrass or cause discomfort to someone and is characterized by:
• A power imbalance where an individual or group is victimized/targeted by an individual or group 

who consider themselves more powerful
• Repetition, sometimes over long or intermittent periods

This school regards as unacceptable and will not tolerate:
• Discrimination based on race, physical or mental ability, colour, religion, gender, sexuality or age
• Harassment of any kind
• Physical aggression
• The use of put-down comments or insults
• Name calling
• Damage to another person’s property
• Deliberate exclusion from activities
• The setting up of humiliating experiences
• Spreading of rumours about another person
• Encouraging bullying by others
• Providing a bully with an audience by passively watching bullying occur

Students and teachers who experience any of the above are to report it, as are teachers and students 
who are aware that others are experiencing it.

BULLYING/HARASSMENT 
ACTION CHART

APPENDIX 2. BULLYING, DISCRIMINATION AND HARASSMENT 
POLICY AND PROCEDURES
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FOUR STAGES OF ACTION
FIRST INCIDENT
• Involve the person targeted and explain possible actions – get agreement to act
• Conduct separate discussions with both parties. Attach no blame but highlight concerns of each 

side. Ask questions such as: Who was involved, How do they feel, What would they like to see 
happen. Discuss the incident, explain the problem, Discuss feelings for all parties concerned, Ask 
for solutions/actions; Ask if support is required by either party. Share the responsibility

• Outline an action plan – meet with all parties to outline plan
• Monitor the situation by discussion with all involved – 2/3 days later, then one week later, etc.
• Parent/care giver/guardian contacted if necessary and made aware of the discussion (in a positive 

light)

SECOND INCIDENT
• More formal discussion of the incident – name the behaviour
• Parents/care givers/guardian of both parties contacted
• Year Co-ordinator and/or Student Services Managers notified
• Monitor closely; follow-up in two days, one week with both parties

THIRD INCIDENT
• Contract filled in by bully (ies)
• Contract to be monitored by Year Cordinators or Student Services Managers
• Counselling of bully (ies). Support/counselling for targeted student
• Parent/care giver/guardian of both parties contacted

FOURTH INCIDENT
• Case conference with Deputy, Student Services Managers and/or Year Cordinators, School 

Psychologists, student and parent/care giver/guardian
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REACTIONS TO BULLYING
TEACHERS
• Must continually express disapproval of bullying wherever and whenever it occurs
• Must, in the initial instances, try not to label students as bullies or victims and therefore ensure the 

focus is firmly placed on the behaviour, not the individual
• Must avoid taking sides in student disputes
• Need to listen sympathetically to students who are targeted and attempt whenever possible to 

obtain the child’s involvement/permission to enact any action
• Should refer students to appropriate support staff – don’t feel any problem is trivial if they think 

bullying is taking place
• Need to raise issues relating to bullying/harassment in the classroom via class discussion and find 

ways of addressing associated issues through their curriculum
• Need to be critical of their own pedagogy relating to their reaction to isolated or dominant/

powerful students within the class, as well as be critical of their own dominating or authoritarian 
behaviours

• Need to engage in collaborative learning techniques where possible
• Need to be aware that some students may be continually targeted and need psychologist 

intervention
• Need to assess the level of risk and take appropriate action to ensure students’ safety
• Need to document incidents in the Academy behaviour system

STUDENTS
• Need to share feelings/concerns with others. Seek/allow input from friends, teachers and parents
• Need to be supportive of each other. No-one deserves to be bullied
• Need to name the behaviour of the perpetrator; ‘You are bullying!’
• Need not feel guilty. If a person is being bullied it is not their fault. The responsibility for the 

behaviour lies with the bully
• Need to initially try to ignore the behaviour. If the bully has no response and is not encouraged 

then s/he may stop. 
• Remember though, if this does not work then they:

• Need to seek help. Find an adult they trust and ask for their help/support in stopping 
the bullying. They will be able to get help for the student or give strategies to help 
them respond and cope

• Should not retaliate in kind as this is rarely, if ever, effective and simply gives reason 
for a possible escalation

• Can seek help or support from their classroom teacher, Student Services (Year 
Coordinators, Psychologist, Nurse, Chaplain, Manager) or the school administration

PARENT / CARE GIVER / GUARDIAN
• Need to recognise the signs that may suggest their child is bullying or being bullied
• Need to reassure the child being bullied that the fault does not lie with them
• Need to support the child by listening, not interrogating
• Need to initially attempt to gain the permission/acceptance of the child to contact the school if 

they feel the issue is serious or cannot be dealt with at home. A low key student led approach to 
the school usually allows the child to feel most comfortable

• Can contact the Year Coordinator to gain a more detailed understanding of bullying and ways to 
confront the issue

• Need to be careful not to ignore or give the impression that the issue is unimportant
• Need to discourage retaliation
• Can help to build a student’s self-concept: confident children are less likely to be vulnerable to 

long-term bullying
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PURPOSE AND RATIONALE
• Melville SHS supports the philosophy of using ICT based pedagogy and approved technologies 

to support the teaching and learning program in the school
• Melville SHS allows staff, students and parents to access the school network to use online services 

for educational purposes with school owned resources and approved personally owned devices
• The approved personally owned student digital device must be an up-to-date iPad or MacBook. 

The device must be able to receive IOS or MacOS updates to maintain its security status
• Mobile phones are not approved devices and students should not connect mobile phones to 

the school Wi-Fi at any time. (See the Student Mobile Phones in Schools Policy)

RESPONSIBILITIES
1.1 The School

• As a Department of Education site, the school uses site monitoring and filtering software 
to filter inappropriate content

• The Department also applies monitoring software for email communications to ensure 
that content of emails complies with Department policies

• The school uses software to monitor student activities on the network to ensure compliance 
with this policy

• The school will offer learning opportunities for staff and students to develop digital literacy 
• The school will offer Connect workshops for parents 
• Limited printing facilities will be available to students. Printing charges apply, and students 

are advised to print preview, edit on screen and submit work digitally whenever possible 

1.2 Teaching Staff
• Teaching staff will support students’ development of digital literacy, digital citizenship 

and cyber safety with a range of learning opportunities embedded in the curriculum
• Teaching staff use Connect for curriculum management and will provide guidance and 

instruction to students to access this resource
• Teaching staff will maximise learning opportunities that facilitate the use of the digital 

device, Office 365 and Connect to support and enrich the curriculum, while considering 
varied instructional needs, abilities and developmental levels of students 

1.3 The Students
• Students must bring their iPad or MacBook to school every day, without the expectation 

that it will be used in every class. Students should utilise the resources on the device such 
as the calendar to maintain their study plan and explore apps and programs that will 
support their individual learning journey

• Students have responsibilities relating to use of online services and use of their personally 
owned device while at school as outlined in this policy

• Students will not use a mobile phone as a digital device in the classroom or at school as 
outlined in the Student Mobile Phones in Schools Policy, it is ‘Off and away all day’

• It is the responsibility of the student to read, understand and acknowledge school policies 
and abide by these at all times to maintain network access 

• Students acknowledge the DoE Telecommunications User Policy every time they sign into 
a school owned desktop and must abide by this whenever on the school network

• The device is always the responsibility of the student. Melville Senior High School cannot 
be held responsible for any loss, theft or damage. Students should turn on ‘Find my iPad’ 
in the Apple ID Settings and unless attending a physical education lesson, keep their 
device and any valuables with them at all times

• Students must maintain the device with IOS and MacOS updates when released. When 

APPENDIX 3. DIGITAL DEVICES POLICY
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the device can no longer receive updates, it should be replaced to meet requirements for 
connection to the school network

• Backing up of work is the student’s responsibility. Students can utilise the storage space 
provided in OneDrive as part of their Office 365 account. Students using school owned 
devices can access their H:// drive storage. Students can also purchase external storage 
such as a USB or cloud storage to store their work

• Students must use the school provided network to connect to the internet while at school
• Students must not use hot spots or personal dongles at school 

1.4 Parents & Caregivers
• The parent/caregiver is expected to provide an approved device (iPad or MacBook) for 

each child attending Melville SHS
• It is the responsibility of the parent/caregiver to read, understand and acknowledge 

school policy and convey the importance of this to their child
• The parent/caregiver accepts responsibility for their child’s use of any digital device and 

monitors their child’s compliance with the expectations outlined in this policy 
• The parent/caregiver establishes and maintains appropriate virus protection on the 

student device
• The device is always the responsibility of the student and the parent/caregiver accepts 

that Melville Senior High School cannot be held responsible for any loss, theft or damage
• The parent/caregiver is expected to attend the school to collect their child’s device when 

requested to do so by the school
• The parent/caregiver will familiarize themselves with the Connect platform as this is an 

‘opt out’ process. All student reports are distributed via Connect

ACCEPTABLE USE OF SCHOOL NETWORK AND DIGITAL DEVICE
1.5 Students Will

• Bring the school approved iPad or MacBook to school, charged and ready to use every 
day

• Exhibit skills of responsible digital citizenship and demonstrate courtesy, consideration 
and respect for others

• Utilise the school approved device for educational activities and research as requested by 
teachers, including Office 365 and Connect resources

• Maintain the Network password and change it on a regular basis (60-day expiration period)
• Report any suspicious activity on their account to the Network Administrator and change 

the password immediately
• Maintain the Department provided email address (…@student.education.wa.edu.au) and 

use it for school related communications. Regularly check this email address for Connect 
notifications

• It is a condition of network access that students agree to the monitoring of all activities 
including email, internet access, files and documents 

• Only use social media in a responsible manner (see Student Engagement Policy) 

UNACCEPTABLE BEHAVIOUR CAN RESULT IN ALL NETWORK PRIVILEGES BEING 
REVOKED AND APPROPRIATE DISCIPLINARY ACTION DEPENDING ON THE BEHAVIOUR
1.6 Students Will Not

• Engage in cyberbullying including, but not limited to; harassment, insults, racial vilification, 
defamation, personal attack 

• Use swear words in any digital communication (obscene language) 
• Record, distribute or upload inappropriate images or videos of students, parents or staff 

at any time
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• Break copyright laws (see smartcopying.edu.au for student information sheets)
• Participate in and sharing illegal downloads of any material via peer-to-peer networks or 

any other means
• Access any sites and/or images that are inappropriate/offensive. This includes any site 

that has any of the following content:
• Nudity, obscene language or discussion intended to provoke a sexual response
• Violence – actual or implied or suggestion of violent threats
• Information about committing any illegal activities
• Information about making or using weapons, booby traps, dangerous practical 

jokes or ‘revenge’ activities
• Reveal their password to anyone except the Network Administrator and/or ICT Manager. 

Students are responsible for all activity on their account and digital device 
• Use another user’s password to access the school network 
• Trespass into another user’s folders, work or files and/or alter them in any way
• Attempt to alter another user’s access rights
• Use the school network for any commercial or illegal activities 
• Connect their mobile phone or any other unapproved device to the school network at any 

time
• Use a mobile phone in any way that contravenes the Student Mobile Phones in Schools 

Policy. Mobile phones are ‘Off and away all day’
• Play games on school owned devices, unless for educational purposes, under direct 

instruction by a teacher
• Delete, add or alter any configuration files
• Deliberately introduce any virus or program that reduces system security or effectiveness
• Create any online content that misrepresents Melville Senior High School
• Bypass the school proxy server
• Use or possess any program designed to reduce network security
• Use any other form of connecting to the internet at school. Student activity online requires 

monitoring 
• Use a personal hot spot or dongle while on school premises

DIGITAL GAMES IN THE SCHOOL ENVIRONMENT
1.7 Students must understand that regardless of how they use their digital device at home, at 
school it is an educational tool and must primarily be used for that purpose
1.8 Melville Senior High School acknowledges that students will install games on their devices, 
but this must not be done at school. Students must abide by censorship ratings and games or 
software must be appropriately licensed
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1.9 Students must not play MA rated games in shared spaces where younger students can see 
the content
1.10 Students must not install illegal copies of games
1.11 Students must not play games of any sort on school owned devices, unless it is part of an 
educational activity, under the direct instruction of a teacher
1.12 Teaching staff may use educational games such as Kahoot and Quizlet to check for 
understanding as part of their formative assessment. Students are required to have their device 
with them at all times, ready for activities such as these

BREACH OF THIS POLICY
1.13 Any breach of this policy may also involve a breach of other school, Department of Education 
and State and Commonwealth government policies such as:

• Student Engagement Policy (Melville SHS)
• Student Mobile Phones in Schools Policy (Melville SHS) 
• Bullying and Cyber Bullying Policy (Melville SHS Student Diary) 
• Electronic Staff Conduct and Discipline Policy (www.det.wa.edu.au/policies) 
• Child Protection Policy (www.det.wa.edu.au/policies) 
• Online Policy (www.det.wa.edu.au/policies) 
• Duty of Care for Students Policy (www.det.wa.edu.au/policies) 
• Public Sector Code of Ethics (https://publicsector.wa.gov.au/conduct-integrity/promoting-

integrity/code-ethics)
• Telecommunications Act (www.comlaw.gov.au)  

1.14 A breach of this policy will be considered by the principal or their delegate and will be 
dealt with on a case by case basis. All reports of cyber bullying and other technology misuses will 
be investigated fully. Sanctions for students may include, but may not be limited to: 

• The loss of electronic device privileges 
• The loss of access to the Internet and/or school network 
• Detention and/or Suspension 

1.15 Students, parents and staff should be aware that in certain circumstances a breach of this 
policy may also mean that a crime has been committed and that breaches of this policy could lead 
to a criminal investigation by Australian Federal Police, WAPOL and/or the Department of 
Education Standards and Integrity Directorate. 

IMPLEMENTATION
1.16 After consultation with staff, students and parents, this policy has been endorsed by the 
Melville SHS Board. A copy and any future revisions will be made available on the school website 
and intranet.

http://(www.det.wa.edu.au/policies) 
http://det.wa.edu.au/policies/detcms/portal/
http://(www.det.wa.edu.au/policies) 
http://det.wa.edu.au/policies/detcms/portal/
https://publicsector.wa.gov.au/conduct-integrity/promoting-integrity/code-ethics
https://publicsector.wa.gov.au/conduct-integrity/promoting-integrity/code-ethics
https://www.legislation.gov.au/
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STUDENT ACKNOWLEDGMENT

If I use the online services of the Department of Education, I must agree to the following rules:
• I will not reveal personal information, including names, addresses, photographs, credit card details 

and telephone numbers of myself or others when online.
• I will not give anyone my logon password.
• I will not let others logon and / or use my online services account unless it is with the teacher’s 

permission.
• I will not access other people’s online services accounts without permission from the teacher.
• I understand that I am responsible for all activity in my online services account.
• I will tell my teacher if I think someone has interfered with or is using my online services account 

without permission.
• I understand that the school and the Department of Education may monitor any information sent 

or received and can trace activity to the online services accounts of specific users.
• If I find any information that is inappropriate or makes me feel uncomfortable I will tell a teacher 

about it.  Examples of inappropriate content include violent, racist, sexist, or pornographic 
materials, or content that is offensive, disturbing or intimidating or that encourages dangerous or 
illegal activity.

• I will not attempt to access inappropriate material online or try to access Internet sites that have 
been blocked by the school or the Department of Education.

• I will acknowledge the creator or author of any material used in my research for school work by 
using appropriate referencing.

• I will obtain permission from the copyright owner of any materials inserted into my school work 
before I subsequently reuse it as a portfolio for employment, in a competition or any other uses 
other than for my private research and study.

• I will make sure that any email that I send or any work that I wish to have published is polite, 
carefully written and well presented.

• I will follow the instructions of teachers and only use online services for purposes which support 
my learning and educational research.

• I will be courteous and use appropriate language in all Internet communications.
• I will not use the Department’s online services for personal gain or illegal activity (e.g. music file 

sharing), to bully, offend or intimidate others or send inappropriate materials including software 
that may damage computers, data or networks.

• I will not damage or disable the computers, computer systems or computer networks of the 
school, the Department of Education or any other organisation.

• I will be mindful of the possible problems caused by sharing or transmitting large files online.
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I understand that:
• I will be held responsible for my actions while using online services and for any breaches caused 

by allowing any other person to use my online services account;
• The misuse of online services may result in the withdrawal of access to services and other 

consequences dictated in the School’s policy; and
• I may be held liable for offences committed using online services.
• If I am given an online services account and break any of the rules in the agreement, it may result 

in disciplinary action, determined by the principal in accordance with the Department’s Student 
Behaviour Policy and Procedures.
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APPENDIX 4. MOBILE PHONE POLICY

POLICY STATEMENT

For the purposes of this policy, ‘mobile phones’ includes but is not limited to smart 
watches, other electronic communication devices, associated listening accessories, such as 
headphones, ear buds, iPods, MP3/4s, PSPs and other portable gaming consoles.

It is important to note that it is not a requirement at Melville Senior High School for students 
to have a mobile phone at school. However, Melville Senior High School recognises that an 
increasing number of parents/carers who for safety, security and/or emergency purposes wish 
to provide their children with mobile phones. This policy details the conditions under which 
mobile phones are permitted at Melville Senior High School.

Exemptions to this policy will be granted on a case by case basis. See below for further details.

CONDITIONS OF USE
• The use of mobile phones for all students is not permitted from the time they enter the school 

grounds to the conclusion of the school day. Mobile phones should be ‘off and away all day’ and 
placed into a student’s bag. This includes recess and lunch times.

• BYO devices (iPad or Macbook/Laptop) are permitted for educational use under the direction 
of teachers for all classes and at recess and lunch in the designated BYOD precinct, namely the 
senior school quadrangle, canteen area and middle school quadrangle.

EXEMPTIONS AND COMMUNICATION
• Exemptions to this ban include where a student requires a mobile phone:

• To monitor a health condition as part of a school approved documented health care 
plan;

• As part of a student’s documented risk management plan;
• Deemed necessary by the Principal or the Principal’s delegate

• While at Melville Senior High School, students are under the care of the school. All urgent 
communication between parents and students, must be via Student Services administration.

BREACHES OF THIS POLICY
Breaches of this policy will be managed in accordance with the MSHS Student Engagement Policy 
and Procedures.

• Students who do not comply with this policy will have their mobile phone confiscated and 
held at Student Services. The parent/carer will be informed and requested to collect the 
mobile phone from the school at their earliest convenience.

• In the case of repeated inappropriate mobile phone use by a student, the Principal may 
ban the student from bringing a mobile phone to school for either a determined period or 
permanently and/or issue the student with a suspension from school.

The Department of Education does not permit student use of mobile phones in public schools.
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INTRODUCTION
The School Board has established a dress code for all students attending the school. The school 
believes a school dress code helps to:
• Identify Melville Senior High School students
• Promote equality
• Promote self esteem
• Enhance self and school image

MODIFICATION OF UNIFORM ITEMS
Students who for religious or health reasons may need to modify the school dress code are required 
to make an appointment with the Deputy Principal Student Services. Staff will be informed of any 
student granted a modification to the dress code.

COMPULSORY UNIFORM ITEMS FOR ALL STUDENTS

Shirt

MSHS plain white, buttoned, collared shirt with school logo
Students may wear a plain white under-shirt
Year 12 Students Only: Year 12 Leavers Shirt. Students may wear a black 
under-shirt under the Year 12 Leavers Shirt.

Shorts / Pants / Skirt
MSHS black shorts / PE shorts / pants / skirt with MSHS logo (no generic 
alternatives)
Skirts not longer than mid calf or shorter than mid thigh

Dress MSHS checked dress (students may wear a plain black or plain white un-
der-shirt)

School Jacket
MSHS jacket - zipped, green, white and black with school logo
MSHS leavers jacket - black and white with school logo (option for Years 
11 and 12 only) or Jumper - MSHS bottle green woollen jumper.

Physical Education MSHS Physical Education Shirt
Black micro fibre PE shorts/tracksuit pants

PURCHASING: UNIFORM CONCEPTS STORE
Melville SHS uniforms are purchased at the Uniform Concepts Store, 30 Kembla Way, Willetton – 
9270 4669. 
Times are: Monday to Friday  9am - 5pm
    Thursday   9am - 6pm
    Saturday   9am - 1pm

APPENDIX 5. UNIFORM POLICY
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FIRST OFFENCE
1. Refer to Year Coordinator or Student Services Manager
2. Notify parent / care giver
3. Refer to school nurse to discuss health issues

SECOND OFFENCE
1. Refer to Year Coordinator or Student Services Manager
2. Notify parent / care giver - telephone
3. Lunch time detention/after school attention – complete health related written activities

THIRD OFFENCE
1. Refer to Year Coordinator or Student Services Manager
2. Notify parent / care giver
3. In school suspension – complete health related activities 

FOURTH & SUBSEQUENT OFFENCES
1. Refer to Student Services Manager
2. Notify parent / care giver
3. Out of school suspension

APPENDIX 6. SMOKING POLICY
Please note: new policy currently in development
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The aim of discussion is to assist students to better understand and manage a problem.
The following steps are recommended.

PROBLEM CLARIFICATION
The problem should be explored with the student. In managing behaviour this involves the student 
understanding all the circumstances that have led to the problem.

Rapport with the student should be established by actively and reflectively listening to the student’s 
explanation of the events.

WORKING TOWARDS A SHARED PICTURE OF THE PROBLEM
Help to integrate the information the student presents and that obtained from other sources.
Be assertive, not aggressive, to avoid further conflict or escalation of the problem.

CHALLENGE THE STUDENT – CHALLENGING IS A PROCESS WHICH:
• Provides information/summarises the problem from a school perspective
• Helps the student to determine the possible outcome of inappropriate behaviours
• Concentrates on the strengths/assets the student has but fails to use rather than emphasizing 

the weaknesses
• Encourages a student to make appropriate change, and
• Sets reasonable and attainable behavioural goals.

SETTING GOALS
• Help the student to define goals that are:
• Clear, specific and within a reasonable time-line
• Measurable
• Realistic
• Adequate
• Understood clearly by the student and accepted as their own.

SOME IDEAS THAT MAY HELP YOU WHEN ATTEMPTING TO MINIMISE A STUDENT’S 
BEHAVIOUR
Use statements (if possible not publicly) that gives a student choice; “You have been asked…….. 
and you are choosing……. If you continue to choose……then there will be a consequence/then the 
consequence will be….”

When you have let the student know what the instruction is; have asked if it is understood; have 
told the student he/she is choosing a course of action; have let them know the consequence; then 
often you can walk away with student and class knowing that you will follow-up even it if isn’t straight 
away. Escalation has been avoided, the student may even take the time and space given, to resolve/
backtrack/comply and therefore allow you to change the consequence.

Try and keep your voice and mannerisms composed. A calm, repetitive and assertive direction is 
better than an intimidating, loud and aggressive response (this is often the instinctive or spontaneous 
response).

If you need to follow-up with a student regarding Buddy Withdrawal (if a student is sent to buddy 
withdrawal during a lesson or if, as a consequence of behaviour the student will be sent) then inform 
your HOLA/TIC as they may need to offer follow-up support. Where ever possible plan this in advance. 
Buddy withdrawal must not be over used or it will lose its effectiveness. Consider yard duty, detention, 
parental contact, referral to HOLA/TIC etc as alternatives to avoid over using this strategy.

APPENDIX 7. GUIDELINES FOR DISCUSSION OF BEHAVIOUR 
MANAGEMENT ISSUES
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