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BEHAVIOUR MANAGEMENT 

POLICY & PROCEDURE 

PREFACE  

The Australian International Islamic College developed a whole school procedural document 

to promote and support positive student behaviour to increase productive learning. The 

document encompasses Core Values and diagrammatic charts indicating operational 

process to improve the consistency and transparency of school processes in improving 

student behaviour. 

PURPOSE  

Australian International Islamic College is committed to the safety and welfare of its 

students, families and staff. The purpose of this policy is to provide an educational through a 

safe positive environment which each student can, to the best of their ability to develop 

academic, creative, personal, physical and social skills and attitudes to function at school 

and in the wider community. A whole school approach to behavior management is based on 

consistent approach and shared values between all stalk holders. By providing students with 

opportunities to develop and practice appropriate behaviours, self-control and resilience 

through a whole school approach where we lead the Positive Behaviour Curriculum to 

teacher appropriate social skills  

SCOPE 

The policy applies to board members, employers, employees, volunteers, parents/guardians 

and students; and describes the process for behaviour management at the Australian 

International Islamic College.  

 

 

 

Approved By: College Board 

Contact: College Principal 

Date Approved: May2020 

Status: Approved 

Reviewed | Bi-annually 

Next Review Due: May2022 

This policy may be updated or revised from time to time. The College will not notify you each time 

the Policy is changed.  
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Culture  

The culture of the school is inherently linked to aspects of the behaviour management 

processes.  The Behaviour management processes revolve around 5 core values deemed 

essential by all stakeholders of our school community.  

The core School Values include: 

Learning                        self, others, environment 

Creativity                       pursuit of knowledge and achievement of potential 

Respect                          Self, Others, Environment  

Self Confidence            Self, Others, Community 
Service                           Social, Civic, Environmental 
Integrity   honest, committed to the greater good.  

School Code of Conduct 

Members of the school community have a responsibility to: 

• Be punctual, prepared and well presented for class. 

• Display respect, courtesy and consideration for others. 

• Work responsibly and diligently on all activities. 

• Respect personal possessions and school property. 

• Work in and maintain a quiet, orderly and safe environment. 

• Encourage pride in their school. 

• Work and learn without interference. 

RIGHTS RESPONSIBILITIES 

The right to work and learn without being 

disrupted by others. 

No one should interfere with any other student’s 

learning  

The right to take part without fear of ridicule or 

intimidation. 

Everyone should treat each other with courtesy 

and respect. 

The right to work and learn in a clean safe 

environment. 

Everyone should strive to keep the classrooms, 

school and its grounds safe and clean. 

The right to have his or her individual and shared 

property respected. 

Everyone should treat other people’s property and 

shared property with respect. 
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STAFF ROLES AND RESPONSIBILITIES IN STUDENT BEHAVIOUR MANAGEMENT 

Australian International Islamic College has adopted a whole-school approach to student 

behaviour management. To maximise the effectiveness of this approach, the following roles 

and responsibilities are accepted by staff. 

Classroom Teacher is responsible for: 

• Creating a positive classroom environment. Reinforce appropriate behaviour by 

encouragement, reward and praise. The additional use of Letter of Commendation 

and record of positive behaviour incidents on Spider. 

• Being familiar with and implement classroom management practices and procedures, 

which reflect current good practice. 

• Being aware of the school and classroom rights and responsibilities and the rules and 

display them in the classroom. 

• Being consistent in their approach and fair in application of behavioural 

consequences. 

• Focussing on the student's behaviour rather than the student. 

• Allowing students the opportunity to participate in the formulation of the classroom 

rules. Rules should complement all the stated rights of the school community. 

• Emphasising the resolution of difficulties and conflict.  

• Completing a Student Behaviour Report (SBR) whenever there are behavioural 

incidents or problems requiring resolution. It is very important you take 2 mins to 

record the incident on the system, what actions have you taken to resolve the 

behaviour issue and have you contacted the parent.  

• Following up behaviour management issues including parent contact via phone call, 

email or message.  

• Following up “Work It Out” forms ASAP to make appointment to resolve the issue. 

Make use of HOLAs, Year Coordinators, Imam to assist in the resolution process. 

 

Head of Pastoral Care and Positive Behaviour Coordinator is responsible for: 

• Co-ordinating and reviewing the AIIC behaviour management process.  

• Monitoring student behaviour in school grounds. 

• Suspending the enrolment of a student from school as stipulated in the Student 

Behaviour Management Plan for any severe breach of behaviour. 

• Contacting parents as required. 

 

Head of School (HoS) is responsible for: 

• Ensuring the school BMIS policy is consistently applied within each learning area. 

Where a learning area policy is written it is consistent with the overall school 
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approach. As such, all departmental policies should involve participative decision-

making processes.  

 

Communicating with Parents 

• It is encouraged that Staff maximise their contact with parents/ caregivers.  

• It is important that the efforts of students are recognised and acknowledged and 

parents/caregivers are informed of their child's progress.  

• Letters of commendation, phone contact, acknowledgement slips and scheduling 

parents/caregivers interviews are just some means of improving staff /parents / 

caregivers relationships. 

• Staff should contact parents when a child's disruptive behaviour is adversely 

affecting the learning of that child or others in the class. 

 

CLASSROOM MANAGEMENT RATIONALE 

Effective classroom  management aims to foster and develop an environment where students 
who wish to learn may do so with little or no disruption. Letters of Commendation, and Merit 
/ Honour Certificates will be forwarded to parents/caregivers where appropriate to ensure 
that the positive efforts of our students are recognised. 

The school has established a whole school approach to Classroom and Behaviour 
Management. The emphasis is on students “working out” their problem in an environment of 
care, courtesy and consistency. It is important for the classroom teacher and student to reach 
a resolution when a behaviour problem has occurred. 

Teachers must clearly explain and discuss the school Rights and Responsibilities with their 
classes. Class rules should be based on the school Rights and Responsibilities and explained 
to students. Students should be made fully aware of the consequences of misbehaviour. 
Please display class rules and school Rights and Responsibilities in your classroom.   

1. In most cases teachers can deal with minor misdemeanours and use a variety of 
strategies to correct misbehaviour. 

2. A Student Behaviour Report is to be used when the classroom teacher has tried a 
variety of classroom management strategies, but the student has continued to behave 
inappropriately.  

3. Work It Out (Resolution Form): A student withdrawn from class for repeated 
misbehaviour is to be sent to Buddy Class to complete the Work It Out (Resolution 
Form) whilst in withdrawal.  This is the third step in BMIS and should be used after the 
classroom teacher has tried the above steps and the student has not modified their 
behaviour to an acceptable level.  

 

The emphasis is on the classroom teacher and the student “working out” a solution to the 
behaviour issue. The student must meet with the classroom teacher and negotiate their re-
entry into the class.   
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PBiS  blended prevention logic graph 

indicating that as the problem 

increases so does the resourcing, 

enhancements to teaching, 

coordination and feedback.  

 

CLASSROOM MANAGEMENT STRATEGIES (suggested) 
 
Classroom teaching should involve: 

• defined class and lesson outcomes 
• interesting and stimulating lessons 
• establishing positive relationships with the students 
• clearly delineated positive classroom rules which are displayed in your room and 

reinforced regularly; and 
• good routines, organisation and planning 

 
Achieving effective classroom management with individual students includes: 

• Showing an interest in the students whenever there is opportunity. For example, ask 
their opinions, sports they play, what they do outside of school, about their family etc. 

• Providing positive feedback, reinforcement and encouragement – students often 
require a lot of reassurance. 

• Letting students know exactly what you expect from them, so they know where they 

stand with you; 
• Taking time to listen to students. 
• Showing respect and courtesy; and 
• Talking openly and positively to students after confrontational incidents. 
 

Achieving effective classroom management involves: 
• A considerable amount of specific positive feedback. 
• Respect and courtesy to the class. 
• Negotiating precise classroom rules and behaviour guidelines with the class.  
• Communication and discussion of your expectations of the class. 

Tier Prevention Description 

III. 

Tertiary 

(Intensive) 

Reducing the intensity and/or complexity of existing 

cases (prevalence) of problem behaviour that are 

resistant to and/or unlikely to be addressed by 

primary and secondary prevention efforts by 

providing most individualized responses to situations 

where problem behaviour is likely. 

II.  

Secondary 

(Targeted) 

Reducing the number of existing cases (prevalence) 

of problem behaviours that are presenting high risk 

behaviours and/or not responsive to primary 

intervention practices by providing more focused, 

intensive, and frequent small group-oriented 

responses in situations where problem behaviour is 

likely. 

I. 

Primary 

(Universal) 

 

Preventing the development of new cases 

(incidence) of problem behaviours by implementing 

high quality learning environments for all students 

and staff and across all settings (i.e., school-wide, 

classroom, and non-classroom 

Universal

Targeted

Intensive 1-5% 

15 % 

80 % 
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• Being consistent in enforcing and reinforcing your rules. Students become confused 
and class relationships are weakened if students are ignored at times and 
reprimanded on other occasions. Students feel “picked on” and become resentful if 
the same misdemeanour one day gets a warning and on another a behaviour slip. 

• Establishing and practising specific routines. (eg Entering and leaving room, finding 
something quietly to carry on with then work is finished, working in groups ...). 

• Ensuring that you model punctuality and on-task behaviour. If appropriate, have a 
quick activity (mental, spelling, revision) to get students active immediately. 

• Developing class unity possibly through special projects or some common goal; and 
• Dealing quickly and effectively with disruptions to reduce the break in “lesson flow” 

 
Provide positive reinforcement for appropriate behaviour.  

Positive reinforcement should clearly relate to specific behaviour, motivate the student and 

be immediate – encourage what you want to see rather than criticise. 

Proximity praise: Where a student is misbehaving, praise at least one other student who is in 

close proximity for behaving appropriately; praise the misbehaved student immediately they 

do something appropriate; prompt or redirect the student to return to the appropriate 

behaviour; check that the student can cope with the activity; quietly enquire as to the reason 

for the misbehaviour. 

 

It is vital to strive to maintain a positive, respectful relationship with the student especially 
throughout the conflict resolution process. Keep focussed on the undesirable behaviour and 
its effect on learning. Avoid engaging in a “clinical” lock-step approach to the resolution 
process as this may erode your relationship with the student. Apply the RESTORATIVE 
PRACTICES approach as early as possible.  

Ensure caregiver contact is made as early as possible and feedback to the caregiver when the 
issue is resolved or improvement is noted. 
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Minor Behaviour – Continuum of Response 

Suggested process for assisting with minor behaviour issues in class. 

 

Calm, Consistent, Brief, Immediate, Respectful, Private 

Prompt Provide verbal and/or visual cues through: 

LOW KEY RESPONSES 

• The Pause 

• The Look 

• Gesture 

• Proximity 

• Come on 
Back 

• Minimal 
verbal 

• Planned 
ignore 

 

• Private Dialogue 

• Deal with the problem not the 
student 

• Deal with the allies first              
 

Redirect  

• Brief, clear, private verbal reminder of the expected behaviour.  

• A re-statement of school- wide and non-classroom behaviour, or classroom 
procedure. 

Re- Teach  

• Builds on the re-direct by specifically instructing the student on exactly what 
should be done.  
 

Provide Choice  

• Can be used when a re-direct or re-teaching have not worked. A statement of 
two alternatives- the preferred or desired behaviour or a less preferred 
choice.  

• Give the student a choice (and get a response)  
Attributes of an effective choice/ consequence 

- It is related to the behaviour 
- It is not seen as a punishment 
- It is delivered in a positive or neutral tone 
- It is not an ultimatum 
- It can be followed through 
- It needs to be clear, specific and easy to understand 
- Must preserve the student’s dignity 
- Doesn’t harm the student’s motivation to learn 
- Is “individually flexible while simultaneously predictable” 

Student 

Consequence 

 

• Lengthier re-teaching or problem solving 

• Discuss the behaviour of concern, teaches the desired behaviour, provides 
reasons why it is important, and a plan is made for future use.  

• Can include practice or role play to reinforce the desired behaviour and 
process.  
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Behaviour Management in School Flowchart 2020 
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Suspension of Enrolment 

Students can only be suspended from school by the Principal or delegated administration 

including HoS.   

All suspensions are recorded on student records and parents are notified in writing. 

All suspensions will result in a re-entry process conducted by HoS and/or Principal that is 

inclusive, welcoming and proactive. The Principal is actively informed of the suspension and 

re- entry process. 

Behaviour Management Plans (BMP) and or escalation profiles are to be put in place for 

repeat offenders. Parents and students are required to input into the plan. Teachers are 

subsequently notified after the plan is signed and put in place.  

Notwithstanding the above, suspension of enrolment is to be understood as a severe 

sanction, reserved for use in severe circumstances. 

Behaviour and disability 

Australian International Islamic College acknowledge that students with a disability may 

exhibit behaviours that breach school codes and policies, but are the result of the disability. 

As such, HoS and the Principal will exercise discretion and compassion when dealing with 

students with a disability 
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STUDENT BEHAVIOUR REPORT 
 
Student Name :  ____________________        Year_______          Staff Member __________ 
 
Location / Subject ___________________       Period ______        Date of Incident________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix 1 

Description of Behaviour 

Refusal to do work                         

Continued disruption of class           

Refusal to follow instructions            

Unprepared for class                          

Disrespectful                                        

Offensive language towards students    

Offensive language towards staff            

Other                                                         

Action by Staff Member 

Reflection and apology    

Discussion re concerns/rules   

In class isolation    

Withdrawal to Buddy class   

Detention     

Other      

Parent / Carer contact   

Issue resolved: Yes  (To HEAD for processing)   Staff Member Signature ………………………… 

   No  (Through to HEAD  for further action or  referral)        Date  

..………………………..   

Further action (HoS / Principal) if required  

Withdrawn from class    

In school withdrawal    

Parent / Carer contact   

Other           

Signature…………………………        Date…………………………… 

 

 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

………………………………………………………………………. 

 

 

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

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

 

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………. 
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Appendix 2 

WORKING IT OUT FORM 
 

Please send Student with class work to complete 

  

Student Name:___________________________    Student Year:  ______________   

Class Teacher:___________________________   Date: __________    Period:  ___ 
 

Sent to: ___________________________________        Room:  _________________ 

Time Sent:  ____________    Time Arrived:  ___________    Signed:  __________________ 

 

Please send student back to classroom teacher 5 minutes before the end of the lesson 

 

You have been removed from the lesson activity due to your inappropriate action/s. To be invited back into the 
class you must positively attempt to complete this "Working It Out" contract. 

Why have you been removed from the lesson activity? What Happened? 

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________ 
 

Which school rules you have broken? (Tick appropriate response/s) 

  Refusing to follow instructions    Swearing 

  Disruptive Behaviour     Being Disrespectful 

  Other:  (describe)  ___________________________________________________________ 

 

What were you thinking at the time? 

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________ 
 

Who has been affected by what you have done? 

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________ 
 

What do you think you need to do to make things right? 

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________ 
  

Teacher/Student resolution. 

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________ 
 

Student signature: ______________________  Teacher Signature: ______________________  

Head of Department Signature: __________________________________________________
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LETTER OF COMMENDATION 

 

Appendix 3 
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LETTER OF CONCERN 

 

 

Appendix 4 
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NOTICE OF SUBJECT WITHDRAWAL 

 

Dear <Name of Caregiver/Parent> 

 

I wish to alert you to my concern that a significant behavioural issue has emerged in class, 
and as a result, <Name of student> has been withdrawn from <subject> until the matter is 
resolved. 

 

For the matter to be resolved, <Name of student> will need to reflect on <his/her behaviour 
and come to a shared agreement with me about future behaviours.  

 

I am confident that a resolution will be found as soon as possible, and that a return to class 
will be quickly facilitated. 

 

If you would like to clarify this issue, please contact me on (07) 3372 1400. 

 

Your support in this matter will be appreciated. 

 

 

Yours sincerely, 

 

 

 

 

 

…………………………………….   …………………………………….. 

<Name>      <Name> 

Teacher      Head of Learning Area 

<Learning Area> 

 

<Date> 

 


