
	

	

	

OLC Discipline Policy – Discipline with Dignity  

Rationale  

All members of the Our Lady of the Cape school community need to be able to 
experience a caring (CARE), safe and positive school environment for themselves 
and others. Students, staff and parents need to know that they are valued members 
of the school community and to have their rights respected. Each member of the 
community has a responsibility to ensure that the rights of all members are respected.  

Students must learn to take responsibility for their own behaviour in order for them to 
become confident, independent, fully-functioning members of society.  

Students must also recognise that everyone has the right to feel valued and safe and 
understand their rights and obligations to behave responsibly.  

OLC Behaviour Philosophy 

1. A stimulating, engaging and challenging class and school environment are 
important in fostering acceptable social habits.  

2. The Kimochi, Friendology and URSTRONG curriculum is an integral part of 
teaching positive psychology and, resilient and assertive social behaviours 
and emotional literacy.  

3. A climate of mutual respect and good student/teacher relationships promote 
positive behaviour.  

4. Positive behaviour in children should be encouraged and appropriately 
rewarded.  

5. Clear guidelines for behaviour and consequences for misbehaviour are 
necessary to support appropriate conduct.  

6. All children need to be made aware of the consequences of negative 
behaviours.  

7. Behaviour management plans can only be effective when supported by all 
members of the school community.  

8. Misdemeanours can be categorized as those that cover areas of personal 
responsibility and those where the needs or rights of others are infringed.  

9. Violating the rights of others in our school community is a more serious offence 
and should attract more serious consequences.  

10. “Mean on purpose” or bullying behaviours, whether verbal or physical, are an 
infringement of the rights of others and will not be tolerated by members of 
the school community.  

11. Teaching staff should directly deal with minor indiscretions with more serious or 
repeated behaviour being directed and dealt with by members of the 
leadership team.  

12. Staff should use their professional judgement with all aspects of the OLC 
Discipline policy. 



	

	

	

PROCEDURES  

Each class teacher is to set and explain the expectation for behaviour with, age 
appropriate language, at the beginning of the school year based on the OLC CARE 
expectations. Staff are expected to use the language of the school’s CARE 
expectations at every opportunity, especially when reinforcing positive behaviour as 
well as following-up on unacceptable behaviour. Staff should use the CARE values to 
encourage desired behaviour.  

 

How Students learn respectful and appropriate behaviour. 

Explicit Teaching - demonstrated, modelled and allowed opportunities to 
practise. 

Monitoring – with reminders and prompts, supervision and constructive 
feedback. 

Re-teaching – opportunities to learn new skills, especially if they are having 
difficulty learning a behaviour or routine. Recognising progress is vital. 

 

 
 

We Value:  

 
 

Our expectation: 
We strive to be kind and show 
awareness for those people 

who need our help. 
 

We show this by: 
 

• Treating everyone just as we would like to 
be treated. 
 

• Including others in our games and 
activities. 

 
• Seeing someone in need and doing 

something to help them. 
 

• Caring for each other through our words 
and actions. 

We Value:  

 
 

Our expectation: 
We use manners, words and 
actions to show gratitude to 

others. 
 

We show this by: 
 

• Appreciating and respecting our 
environment by keeping it clean, 
organised, cared for and putting our 
rubbish in the bin. 
 

• Saying please and thank you to everyone. 
 

• Welcoming and speaking to people by 
using their name and making eye contact. 
 

• Responding clearly and with words when 
someone is speaking to us. 
 

We Value:  

 

Our expectation:  
We display respect for ourselves, 

for others and for our environment. 
 

We show this by: 
 

• Never hurting others with our bodies or our 
words. 
 

• Respecting all staff and all adults at OLC. 
 

• Respecting ourselves by wearing our hats 
outside at all times.  
 

• Respecting other people’s learning by walking, 
without speaking, around the school during 
class times.  
 

• Valuing everyone’s safety by walking around 
the paved areas at all times.  
 

• Appreciating and respecting our environment 
by keeping it clean, organised, cared for and 
putting our rubbish in the bin. 

 

We Value:  

 

Our expectation:  
We strive to be at our best in and 

out of the classroom. 
 

We show this by: 
 

• Having a positive attitude in and out of 
the classroom.  
 

• Being at our best by using appropriate 
language.  
 

• Wearing our uniform correctly as 
outlined on the school uniform policy. 
 

• Representing our school at all times with 
pride through our words and actions.  

 
• Giving a sincere apology when we 

have made a mistake. 
 



	

	

	

Expected Positive Behaviours at OLC - How we show: 

Compassion - We strive to be kind and show awareness for those people who need 
our help. 

 
Around the School  By seeing a need to help someone and doing something to 

help them. 

 
In Class • By helping other students who need help with their 

learning or teaching instructions. 
• Comforting and showing empathy towards people 

who are sad. 

Recess and Lunch • Helping someone who has been injured. 
• Including others in games 
• Waiting for friends to finish their lunch before going 

out to play. 
• Sitting with someone who is on the Buddy Bench. 

 
Toilets Helping someone by telling a staff member if they are 

feeling sick. 

 
Moving around the 
school 

Walking together calmly and not running off from people. 

Pick up areas  Walking and waiting safely and making responsible choices.  

 
Excursion/Incursions 
and in the 
Community 

• Listening to people who are presenting. 
• Helping someone who need help during the 

incursion or excursion. 

At Mass and at 
Assembly  

Listening to people who are being brave and speaking in 
front of an audience. 

 

 

 

 



	

	

	

Appreciation - We use manners, words and actions to show gratitude to others. 

 
Around the School  • Greeting adults and students using eye contact 

• Using manners when delivering the note bags to the 
office. 

In Class Using manners with all adults helping us with our learning in 
the classroom. 

 
Recess and Lunch Using manners at the canteen, in the playground or when 

delivering the note bags to the office. 

 
Toilets Not wasting toilet paper or water and thinking about how 

lucky we to have clean toilets. 

 
Moving around the 
school 

Using eye contact when greeting and thanking adults and 
students. 

 
Pick up areas  Thanking staff members for helping us to get into our cars. 

 
Excursion/Incursions 
and in the 
Community 

Using our best manners with people who are presenting the 
excursion or incursion.  

At Mass and at 
Assembly 

• Using eye contact when someone is speaking.  
• Using active listening skills 
• Showing appreciation of being in a Catholic school 

by being reverent at Mass and prayer assemblies. 
• Clapping sincerely when people receive an award. 

 

 

 

 



	

	

	

Respect - We display respect for ourselves, for others and for our environment. 

 
Around the School  • Knocking at the door before entering a classroom 

and wait to be invited. 
• Using respectful language, attitude and actions 

towards all staff members, adults and students in the 
school. 

• Respecting our school environment by putting 
rubbish in the bin. 

• Respecting our bodies by wearing our hats during 
play time. 

In Class Respectful language, attitude and actions towards all staff 
members, adults and students in the school. 

 
Recess and Lunch • Respectfully lining up at the canteen 

• Respectful language, attitude and actions towards 
all staff members, adults and students in the school. 

• Respectful sharing and use of equipment. 

Toilets • Respecting people privacy in the toilets. 
• Respecting the school property by not damaging or 

vandalising the toilet areas 

Moving around the 
school 

• Respectful language, attitude and actions towards 
all staff members, adults and students in the school. 

• Moving around the school quietly and calmly and 
respecting people learning. 

Pick up areas  • Sitting and waiting respectfully to be called to go 
into your car. 

• Being respectful to the teacher on duty 

Excursion/Incursions 
and in the 
Community 

Respectful language, attitude and actions towards all staff 
members, adults and students in the school. 

At Mass and at 
Assembly 

Respecting the person or people who are speaking, 
performing or praying with active listening and best 
manners. 

 

 



	

	

	

Excellence - We strive to be at our best in and out of the classroom. 

 
Around the School  • Wearing the school uniform correctly before and 

after school and during class times. 
• Wearing hats at appropriate times. 
• By always using appropriate language.  

In Class • Striving to learn with lots of effort and a positive 
attitude. 

• Focusing on making improvements in your learning. 
• Achieving personal goals in your learning. 

Recess and Lunch Treating others the way you would like to be treated. 

 
Toilets Respecting others in toilet areas.  

 
Moving around the 
school 

Always respecting other people’s learning.  

Pick up areas  Being safe and sensible. 

 
Excursion/Incursions 
and in the 
Community 

Wearing the OLC uniform correctly and appropriately 
whenever you are in the community outside the school or at 
an excursion/incursion.  

Asking appropriate questions to the person presenting. 

 
At Mass and at 
Assembly 

Always being reverent, respectful and being at your best.  

 

 

 

 

 



	

	

	

Positive Measures:  

• The use of the Spirit of Jesus weekly award to highlight students who 
demonstrate the OLC CARE values and gospel underpinnings from the 
Making Jesus Real program.  

• In class, rewards of stickers (no lollies or chocolates) and other positive 
reinforcement such as group or individual points may be used regularly or 
when appropriate by each class and specialist teachers. 

• Acknowledgement through merit certificates at weekly assembly.  
• Star Citizen awarded to1 student per class in weeks 5 and 10 – Based on the 

School Value focus for the term: 
Term 1– Compassion Term 2 – Appreciation Term 3 – Respect Term 4 – 
Excellence 

• Faction Token awards that go towards a rewarded dress up day (free dress, 
favourite sporting team, crazy socks or crazy hair) for the winning faction. This 
occurs in Weeks 5 and 10 of each term.  

Recording Behaviour  

Classroom teachers will record inappropriate behaviour in the playground or in the 
classroom. Duty staff should communicate playground incidents (and what action 
was taken) to the class teacher (and/or a leadership team member) as soon as 
possible.  

Staff should anecdotally record positive behaviour and use these as a basis for 
semester reports.  

Classroom Procedures for Mild, low level, inappropriate or unproductive behaviour is 
dealt by teachers with using the following procedure:  

1. Verbal warning – the teacher explains to the student that they have a 
warning - explaining why they received it and the specific, expected 
behaviour that is required.  

2. Second warning – teacher has a private discussion (when convenient and 
without interrupting the learning of others) with the student and informs them 
that they have a second warning, why they received it and the specific, 
expected behaviour that is required. The teacher notes this in the class 
behaviour book and informs the student that their name has been entered 
and what will occur if the behaviour continues.  

3. Third warning (or for a more serious but still mild/low level inappropriate 
behaviour) – The teacher privately informs the student they are required to 
spend time with the class/duty teacher or leadership team member during 
recess or lunchtime (or another suitable consequence) discussing their 
behaviour based on the school values and what needs to occur for their 
behaviour to change. (This is also entered into the class behaviour book) 



	

	

	

 

Categories of Behaviour, Behaviour Examples and Possible Action  

Category of Behaviour Example Behaviours Possible Actions or 
Consequences to be 
Taken 

Tier 1  

Low Level/Unproductive 
Misbehaviour 

Teacher Managed 

 

 

 

Running on paved areas of 
the school 

Disruptively moving through 
school, especially during 
learning time 

3 warnings for misbehaviour 
given by the class teacher. 

Lack of appropriate 
manners when required 

Incorrectly acknowledging 
greetings and welcoming by 
staff members (age and 
developmentally 
appropriate) as outlined in 
the OLC School Expectations 
and Values. 

Littering or general 
disrespect for the school 
environment 

Calling out repeatedly in 
class. 

Talking while others are 
talking in class. 

Disinterest or negative 
attitude towards learning. 

Out of area/seat. 

Unprepared for class. 

Work avoidance. 

Parents notified at the 
discretion of the teacher 
and recorded anecdotally if 
required.  

Duty Teacher to inform 
Classroom Teacher if any 
concerns arise 

Students have the school 
expectations explained to 
them clearly by a staff 
member.  

Follow up by class teacher 

Spend some time during 
recess or lunch with a duty 
teacher. (A signed 
behaviour slip is to be given 
to students to hand to the 
duty teacher) 

Relocation within the class 
room or learning space –
time out to think about 
behaviour. 

Relocation from classroom 
to a visible indoor space. 
(break-out areas). 

Moving to a time-out, 
outdoor space during play 
and outdoor activities.  

 

 



	

	

	

Avoiding to eat lunch 
appropriately without 
remaining seated. 

Intentionally avoiding to 
wear a school hat during 
outside play times or having 
to be repeatedly reminded 
to wear their uniform 
correctly during learning 
times or on excursion. 

 

Writing out the school value 
and the school expectation 
with examples of how 
behaviour would be 
different next time. 

Time out in “cool area”.  

Discussion/re-direction.  

Repeating action in correct 
manner. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



	

	

	

Category of Behaviour Example Behaviours Possible Actions or 
Consequences to be 
Taken 

Tier 2  

Significant Misbehaviour 
Incidents 

Generally teacher managed 
but with guidance from a 
leadership team member if 
required (if required) 

Excluding others in 
games or play 

Swearing  

Answering back 
inappropriately to staff 
members  

Repeated disruptive 
behaviour in class that 
effects the learning of 
others 

Mean on purpose 
comment/s 

Disrespectful attitude 
towards staff members 

Disrespectful attitude 
towards other adults on 
school campus. 

Disrespectful attitude 
towards other students. 

Inappropriate 
comments/tone or 
gestures  

Minor dishonesty/lying  

Minor physical contact 
such as pinching or mild 
pushing. 

Intentionally Avoiding 
teaching instructions  

Misusing the property of 
others  

Parents are contacted 

Lunch time detention 
and restorative “Re-think 
my behaviour sheet” or 
apology sheet to be 
completed. Copies sent 
to parents and the 
parents of the offended 
student.  

Sanctions such as 
completing a task, loss 
of equipment. eg. 
basketball or loss of 
privileges  

For repeated 
inappropriate 
behaviours - goal setting 
and formal contract with 
parents informed. A 
formal contact with a 
leadership team 
member.  - Goal 
oriented behaviour 
contracts developed 
and managed by the 
teacher and a 
leadership team 
member. 

Withdrawal from one 
class to another and the 
student to complete a 
“Re-think my behaviour” 
form. 

Technology Infringement 
form. 

 



	

	

	

Throwing items in a 
classroom or inside area 

Generally inappropriate 
unsafe behaviour  

Technology misuse  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



	

	

	

Category of Behaviour Example Behaviours Possible Actions or 
Consequences to be 
Taken 

Tier 3 

Serious and Major Behaviour 
Incidents 

Leadership Team Managed 
(in consultation with the 
teacher if required) 

Defamatory, racist or sexist 
comments to staff or 
students. 

Verbal abuse of staff or 
students  

Intimidation of staff or 
students  

Physical assault or harm 
of staff or students  

Serious “Mean on 
Purpose” or incidental or 
repeated bullying type 
behaviour. 

Leaving school grounds  

Deliberate property 
misuse/damage  

Repeated and 
significant, continuous 
classroom behaviours 
that significantly disturb 
the learning of others.  

Inappropriate 
downloads in laptops/ 
devices  

Stealing 

Taking pictures or video 
without consent 

Overt defiance and refusal 
of teacher directions. 

Withdrawal from one 
class to another (for an 
extended period) and 
the student to complete 
a “Re-think my 
behaviour” form. 

Student/Principal 
interview  

Formal goal setting  

Leadership team 
member 
communication with 
parent  

Teacher/Leadership 
team member interview 
with parents  

2-3 consecutive days of 
lunch/recess detention 

In-school Suspension 
day/s  

Out of school Suspension 
day/s - (for repeated Tier 
3 serious incidents) 

Referral to external 
agency 

Exclusion from special 
events -excursions, 
camps – if relevant and 
appropriate.  

 

 

 



	

	

	

 

SUSPENSION STUDENTS FOR DISCIPLINARY REASONS.  

In School Suspension 
In School Suspension will be considered by the Leadership Team when; 

1 An investigation has been conducted to substantiate that a 
behaviour has taken place that has had a serious impact on the 
safety and wellbeing of another student or students or staff. 

2 This behaviour will be of the nature of significant bullying, a 
significant Mean on Purpose act or a series of acts, a significant 
physical impact on another student or any behaviour that has 
had a serious impact on another student. 

3 This suspension will only be considered after the other lower level 
procedures and consequences outlined in this Behaviour Policy 
have been put in place without success or evidence of any 
positive outcomes. 

 
If an In-School Suspension is necessary the Principal or Assistant 
Principal will; 

1 Contact the parent/guardian with the details of the incident 
and the behaviour. 

2 Consult with the class teacher and other staff where necessary 
and appropriate. 

3 Inform the parent/s or guardian/s that his or her child will be 
working away from his or her classmates for the next day. 

4 Outline the support to be put in place to integrate the child 
back into the classroom and playground after the suspension. It 
may be necessary to have a staged re-entry to the classroom or 
playground as appropriate to the situation. 

5 If necessary organise support from the CEWA psychologist as 
soon as available. 

 
 
 
 



	

	

	

 
 
Out of School Suspension 
 
An Out of School Suspension will be applied for more serious 
behavioural breaches of the nature of those outlined above for the In-
School Suspension. 
The procedures to implement this suspension will be; 

1. The Principal and Leadership Team will give due consideration to all 
aspects of the investigation and impact on the safety and 
wellbeing of those impacted upon. 

2. The Leadership team will consult with the class teacher and other 
staff as necessary and appropriate, School Psychologist, Special 
Needs Consultant (if applicable), and other CEWA consultants as 
deemed necessary. 

3. Contact will be made with the parents or guardians to outline the 
details of the incident and behaviour and to outline the procedure 
for the Out of School Suspension. 

4. A Suspension Notice will be made available to the 
parents/guardians outlining the reasons for the suspension and the 
process for re-entry to the school. 

5. A Re-Entry interview with the student and parent/s or guardian/s will 
be scheduled with the Principal or Assistant Principal before the 
student re-enters the school. 

6. In some circumstances there may be a staged re-entry to full time 
attendance.     

7. Part of the re-entry meeting will involve the details of the support 
put in place for re-entry into the classroom and playground. 

8. If necessary support can be provided via the CEWA psychologist 
and other consultants as soon as available.            

             
 
 

 



	

	

	

 

EXCLUDING STUDENTS FOR DISCIPLINARY REASONS.  

Principles  

1. Exclusion means total withdrawal of a student’s right to attend a 
particular school.  

2. Exclusion is an extreme disciplinary step reserved for cases of 
gross misconduct, serious breaches of school rules, or behaviour 
that is persistently disruptive or contrary to the mission statement 
of the school. Exclusion is a sanction to be applied as a last 
resort, normally after all other means have failed.  

3. Careful consideration shall be given to the overall good of the 
individual student as well as to the welfare of the school 
community.  

4. The Principal is expected to examine individual cases on their 
own merits and balance the principle of natural justice with the 
quality of mercy.  

5. The decision to apply to the Director of Catholic Education WA 
for a possible exclusion of a student will be the responsibility of 
the Principal.  

Procedures  

1. The school shall have a disciplinary policy which incorporates 
procedures for the suspension as well as for the exclusion of a 
student.  

 

2. Where practicable, the Principal may delegate the responsibility 
to undertake the investigation to a member of the Leadership 
team. The investigation shall be based on the merits of the 
matter and provide a fair and unbiased hearing for the parties 
concerned.  



	

	

	

During the investigation and before any decision is made to 
exclude the student, the investigating Leadership team member 
is to ensure that:  

• the student has the right of representation, normally a 
parent/guardian  

• a student has the right of response to any allegations 
made against him/her  

• consultation with parents and staff involved takes place as 
soon as practicable  

3. Where it is not practicable for the Principal to delegate the 
investigation, the Principal will discuss the merits of the matter 
with a peer Principal prior to proceeding to procedure four.  
 

4. The Principal shall (where practicable) consult with the school 
Psychologist/Counsellor/ Social Worker.  

 

5. Diocesan Accountable School  

If the Investigating Leadership team member recommends to the 
Principal and/or the Principal forms the opinion that exclusion is an 
option, the Director of Catholic Education or the Director’s delegate(s) 
shall be informed and the circumstances pertaining to the prospective 
exclusion discussed prior to formalizing the decision to exclude the 
student.  

6. Before any decision is made to exclude a student, the parent or 
guardian of the student shall be informed personally that 
exclusion is a likely outcome based on the results of the 
investigation.  

 

7. The parent or guardian shall then be given the option of 
voluntarily removing the student from the school.  



	

	

	

8. Should a parent or guardian agree to remove a student from the 
school, the Principal is to work collaboratively with the parent or 
guardian to help find an alternative school for the student.  

 

9. Only after a parent or guardian has been given the option to 
remove a student from the school and has declined to do so 
should the Principal take a decision to exclude the student from 
the school. The parent/guardian shall be informed in writing that 
a decision to exclude has been taken.  

 

10. After a decision to exclude has been taken, the Principal should 
continue to work collaboratively with the parent or guardian if 
assistance is sought to find an alternative school for the excluded 
student.  

 

11. The Principal shall ensure that detailed records of the events and 
discussions related to the decision to exclude the student from 
the school, are maintained.  

 

12. Records pertaining to the exclusion should be regarded as 
‘Restricted Access Records’ [ref: Policy Statement: The 
Management of Confidential Information in Schools] and be 
accessible only to employees specifically designated by the 
Principal.  

 

 

 

 



	

	

	

 
Re-think My Behaviour Years 3 -6  

 
My Name: 
Today’s Date: 
 
This is what happened: 

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
 
This is what the teacher doesn’t know about what happened 
 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
 
 
This is what I was thinking about when it happened 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
 
 
 



	

	

	

 
This is what I have thought about since it has happened 
 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
These are the people who have been affected by the incident 
(think about if it’s your teacher, other students, your parents, other 
parents, other staff members) 
 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
This is what needs to happen to fix things 
(replace someone’s equipment, apologise) 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
Student Signature: 
 
 
Parent Signature: 
 
 
Teacher Signature: 



	

	

	

 
Re-think My Behaviour Years 1 and 2 

 
My Name:  
Today’s Date: 
 
What happened? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
Where did it happen? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
What did you do that wasn't helpful? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
Which school value weren’t you showing? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
 
 
 
 
 



	

	

	

How did this make you feel? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
What can you do to make things better? 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 
 
Student Signature: 
 
 
Parent Signature: 
 
 
Teacher Signature: 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



	

	

	

Re-think My Behaviour - Early Childhood 
 
My Name:  
Today’s Date: 
 

 

 



	

	

	

 



	

	

	

 

 

 

 

 

 

 

 

 

 

 

 


