
  

 

 
Pastoral Care of Students Policy and Procedures 
 

Pastoral Care Policy and Code of Conduct 
 

Introduction 
 
Inspired by the Gospels’ values, John Paul College is committed to creating and maintaining an 
environment within which all members of the school community experience being loved, being 
worthwhile, having a sense of belonging and being recognised as unique.  These experiences and 
others enable members of this community to grow into that fullness of life which God offers us through 
Jesus Christ.   
 

Rationale 
 
The Pastoral Care Policy and Code of Conduct at John Paul College both reflect the values on which 
our Pastoral Care is based and suggests broad goals and guidelines for decision-making.  The policy 
is informed by the College Mission statement with its emphasis on the Christian values of love, justice 
and respect for all members of the College community.  Our motto/vision of ‘With Him is the Fullness 
of Life” (Jn10:10) suggests that in the spirit of loving service and support and in a welcoming atmosphere 
where no one feels alienated or isolated, we hope to provide a holistic education which will allow our 
students to develop their full potential.  We aim to foster critical awareness, self-discipline and self-
esteem, being conscious of the rights of each member of this Christian community, as they grow 
towards full personal responsibility.  The purpose of our Pastoral Care Policy is to support the creation 
of an environment in which young people come to acknowledge, reflect on and understand the value of 
being men and women of competence, conscience and compassion.  

 

Underlying Principles 
 
The Pastoral Care Policy of John Paul College aims to help students work towards self-development 
from the basis of understanding, experiences and knowledge of their capacities, values and motivations. 
The College follows the Restorative Justice philosophy, which underpins all our policies and 
procedures. Restorative practices embrace an approach that encompasses clear expectations, limits 
and consequences, responsibility and accountability for one’s actions and a high degree of support and 
nurturing. We view quality relationships as pivotal to good teaching and learning, and that the 
relationship between the teacher, student and parent is paramount to positive change.  It is also 
important that the positive is recognised and rewarded.  This can be done verbally, via a compliment or 
recognition of positive behaviour or more formally at assemblies and through presentation of formal 
awards. 

  



 

The underlying principles, on which the Pastoral Care Policy has its foundation, are based on the 
following understandings: 
 
1. That all members of the College Community will be valued as individuals. 

1.1 That there are clear and identified support structures for students and staff in managing 
wellbeing and behavioural matters  

1.2 That all members of the College community are clear about expected behaviours and 
consequences for inappropriate behaviours 

1.3 That all members of the College community should treat each other with dignity, 
compassion    and respect for differences.  

1.4 That all members of the College community have a right and responsibility to contribute to 
the decision making process in appropriate areas. 

 
2. All members of the College Community have the right to be treated justly. 

2.1 That all students have the right to learn and be taught. 
2.2 That all members of the College community have a right to a safe, clean and attractive 

environment 
2.3 That all students have the right to a curriculum that is challenging, meaningful and appropriate 
2.4 That all members of the College community have the right to have property respected. 
2.5 That all members of the College community have the right to be informed of College policies 

and procedures 
2.6 That all students have the right to clear work expectations stated and to be informed regularly 

about their progress. 
 

Code of Conduct 
 
John Paul College seeks to provide a code of conduct and sanctions which are based on self-discipline 
and on the full development of the human person.  We at John Paul College seek to encourage the 
development of self-discipline in all members across all aspects of life at the College.   
 

Guidelines for action 
 
In enacting this policy the following should be taken into consideration: 

• Any behaviour management strategy should involve consideration of the wellbeing of all parties 
involved. 

• Safety of all members of the College community is a paramount consideration. 

• Consequences should be as immediate as possible, relevant to the breach of College rules and 
restorative in nature (where applicable). 

• Consequences should be not merely punitive but educative where appropriate.  

• Information regarding wellbeing and behavioural matters will be treated confidentially and 
should be respected by all concerned. 

• When staff members feel the need for managing a Wellbeing and behaviour matter, they should 
confer with appropriate personnel (e.g. Pastoral Care Teacher, House Coordinator, Student 
Wellbeing Coordinator, Deputy Principal Wellbeing) 

• Parents will be involved in serious matters of wellbeing and behaviour management concerning 
their child. 

• Where support needed is beyond the resources of the College, students and their families will 
be referred to outside agencies. 

• Staff will recognise positive student contributions to the College community, and where 
appropriate find public forums to acknowledge these. 

• Accurate and confidential records of all individual Wellbeing and behaviour matters will be 
maintained by relevant personnel for the duration of their time at John Paul College, and where 
appropriate staff will be asked to contribute to these records. 



 

Behavioural Management Procedures 
 
“John Paul College respects the dignity of every person…..is inclusive, compassionate, just and 
forgiving” (Mission Statement).  Staff are adult members of a learning community.  When dealing with 
students whose behaviour requires disciplinary attention, we must always keep in mind that as staff, 
we are modelling appropriate behaviour.  Appropriate behaviour in this context is always rational, self-
controlled and respectful.  In no circumstances should staff use disciplinary measures that involve 
physical force or intimidation, nor should they use language which is offensive or demeaning.  
Protection of all members of the community from harassment of any form is vital.  

 

Sanctions and Processes 
 
The sanctions and processes to be followed in the event of breaches of rules need to: 

• Encompass a range of alternatives that are related to the misdemeanour 

• Convey a sense of forgiveness 

• Be constructive and purposeful 

• Be rationally imposed with dignity 

• Contribute to the concept of justice within the school 

• Be aligned with the Restorative Justice Practices. 
 

John Paul College works in partnership with the parents/guardians who are the primary educators of 
their children. This partnership is formed with the enrolment of the student.  Serious or repeated 
difficulties must involve communication with the family and will necessarily require the support of the 
family.   
 
This approach to pastoral care and discipline is consistent with the Pastoral Care Policy (Catholic 
Education Melbourne, 2013) which forms the basis for the approaches used at this school. 

 

Behavioural Management and Restorative Justice Practices 
 
Restorative Justice Practices is a whole school commitment to quality relationships.  With a focus on 
process and not just outcome, it reflects a commitment to inclusiveness and collaboration and 
provides strategies to manage students with challenging behaviours while maintaining respect and 
dignity for all.  

Central to the principals of Restorative Justice is the need to engage in meaningful conversations 
where targeted questions are used to rebuild and repair relationships.  Such questions may include; 

Incident 

What happened? 

How did it happen? 

How did you act in this incident? 

Solution 

What needs to happen to make things right? 

Affect 

Who do you think was affected? 

How were they affected? 

How were you affected? 

Learning 

If the same situation happens again how could 
you behave differently? 



 

Whilst Restorative Justice Practices will be the commencement point for dealing with misdemeanours, 
it is not always a replacement for a disciplinary response.  Disciplinary responses should be 
graduated and in proportion to the seriousness of the matter.  Matters can be viewed as serious in 
their own right and may become more serious due to their repeated nature.  The classification of the 
misdemeanour is the responsibility of the staff at John Paul College.  Final responsibility lies with the 
Deputy Principal Wellbeing. 

Other Consequences used in conjunction with responses listed above 
• Restitution – damage to property, whether deliberate or careless, will involve restitution or 

payment of the cost of repair by the student responsible 

• Apologies – personal hurt will almost always necessitate an appropriate form of apology to the 
party(ies) hurt, possibly mediated 

• Mediation - resolution of inter-personal conflict may involve a requirement for the parties to 
attend school-based mediation.  Mediation can be as an alternative to disciplinary procedures 
or as an adjunct 

• Counselling - A student might be recommended to a confidential counselling process.  In some 
cases this arrangement may be formalised as a contractual condition.  Counselling may with 
school-based personnel.  In cases requiring more specialist skills or more intensive work, the 
counselling may be with outside agencies 

• Negotiated Transfer implemented by Principal-Deputy Principal Wellbeing. (refer appendix 1 
point4) 

• Legal consequences - Some occurrences are not simply breaches of school-based rules.  Many 
are in fact also breaches of civil and/or criminal law.  Actions that occur at school are not 
immune from civil litigation (eg assault, defamation, etc) or criminal prosecution (eg assault, 
theft, use of illicit drugs, etc.). 

 

Attendance/Punctuality 
 
Lateness to class or Pastoral Group  

The teacher of the class/group is responsible for initial follow up of lateness.   

Teachers should keep records of lateness on their class attendance register.   

• An acknowledgement of student’s tardiness in coming to school is NOT to be accepted as a 
legitimate excuse 

• If the reason is inadequate ‘slept in’ or ‘no reason’ etc. then a consequence needs to be applied 

• X2 - Two ‘Lates to School’   PCT phone parent (write ‘pc’ in column and document  
      in SIMON as an Incident) 

• X4 - Two further ‘Lates to School’ 60 minute Level 1 CHANGE Session issued by PCT 

• X6 - 90 min Level 2 CHANGE Session issued by the House Coordinator (PCT to advise and 
submit documentation)   
        

Should the student make a habit of being late to school consistently, HCs may request student to 
make up the time missed (HC to advise parent) 

Skipped Classes 

The House Coordinator should issue a Level 2 CHANGE Session (Pastoral teacher to be notified). 

Absence from Pastoral Care (Period 0) is the responsibility of the Pastoral Care Teacher. 

 



 

Absence from College grounds without Permission 

Where a student leaves the grounds without proper permission the House Coordinator will need to 
discuss/meet with parents to emphasise the seriousness of such behaviour and also to determine a 
consequence which may be a Level 2 CHANGE Session or Internal/External Suspension.  Note that 
leaving the grounds includes going to cars parked in McMahons Road. 

 

Policy revised:          January 2020 

Next review date: 2022 

Person responsible: Deputy Principal Wellbeing & Student Wellbeing Co-ordinator 

 

 

 

 

 

 

 

  

  



 

 

 

Appendix 1 
 

1. CHANGE Session and Restorative Conversations sessions 

 

Restorative Conversations will be referred to and documented as ‘Incidents’ and should be taken by 
the teacher dealing with the issue.  ‘Restorative Conversations are conducted within school hours and 
should constitute no more than half of lunch or recess.  In general, a whole class should not be 
detained.    

During a Restorative Conversation students are to reflect on their behaviour, find some positive 
alternate actions or coping strategies. 

The objectives of the session are: 

a. To understand the implications of their actions 
b. To connect and seek advice from other sources 
c. To find alternate ways of dealing with their aggression, stress, anxiety and personal issues 
d. For the student to be listened to, and for them to communicate 
 

In many instances, Restorative Conversations may negate the need for after school CHANGE 
Session Emphasis should be given to not issuing after school CHANGE Session if possible.) 

If there is no resolution to the issue, the teacher involved should indicate that additional support is 
required to restore and rebuild the relationship. 

Sessions conducted after school will be referred to and documented as CHANGE Sessions. 
CHANGE Sessions require notification using a CHANGE Session form at least one day in advance.  
The CHANGE Session is recorded by entering details in SIMON with electronic copies automatically 
sent to HC, PCT and parent at 4:00pm via email.  

CHANGE Session and after school sessions will be held as follows: 

 

DAY TYPE OF SESSION TIME 

Tuesday CHANGE Session Level 1 

CHANGE Session Level 2 

3:00 – 4:00 

3:00 – 4:30 

Thursday CHANGE Session Level 1 

CHANGE Session Level 2 

3:00 – 4:00 

3:00 – 4:30 

    

 

 

 



 

Categories of CHANGE Sessions and Response to Behavioural Issues 

CHANGE Session will be issued to students for a range of misdemeanours and will be graduated 
according to the seriousness of the misdemeanour. Level 2 CHANGE Sessions will only be awarded 
by House Coordinators or the Deputy Principal and will often be in response to serious breaches of 
behaviour or repeated breaches of behaviour. Examples are as follows; 

 

MISDEMEANOUR CONSEQUENCE WHEN 

4 ‘lates’ to Homeroom in 
the morning 

Level 1 CHANGE 
Session 

3:00pm – 4:00pm Tuesday or Thursday 

Mid-level misdemeanour Level 1 CHANGE 
Session 

3:00pm – 4:00pm Tuesday or Thursday 

Breaches of the uniform 
policy 

Level 1 CHANGE 
Session 

3:00pm – 4:00pm Tuesday or Thursday 

Breaches of the Student 
Code of Conduct 

Level 1 CHANGE 
Session 

3:00pm – 4:00pm Tuesday or Thursday 

Breaches of the Electronic 
Device Policy 

Level 1 CHANGE 
Session 

3:00pm – 4:00pm Tuesday or Thursday 

Removal from class 
(category 3 and 4) 

Level 2 CHANGE 
Session 

3:00pm – 4:30pm Tuesday or Thursday 

Repeated removals from 
class 

Suspension As determined by Deputy Principal 
Wellbeing 

Removal from class 
(category 1 and 2) 

Suspension and 
Level 2 CHANGE 

3:00pm – 4:30pm Tuesday or Thursday 

Serious misdemeanour Contractual 
Arrangements 

As determined by Deputy Principal 
Wellbeing 

 

Failure to attend Restorative Conversations or CHANGE Session 

Subject teacher deals with the issue in the first instance. Failure to attend a Restorative Conversation 
session without an acceptable reason or without prior negotiation of an alternative date is a serious 
matter and will result in the issuing of a Level 1 CHANGE Session. There is an expectation that the 
Restorative Conversation will also be conducted. 

Failure to attend a Level 1 CHANGE Session will require a Level 2 CHANGE Session to be issued. A 
student who fails to attend a Level 2 CHANGE Session will be internally suspended for one day (Year 
12 students will be sent home) and will have the detention rescheduled.  Failure to comply will result 
in external suspension and a meeting with the family to discuss the matter. 

 

 



 

2. Removal from class 
Removal from class of a student must not be used as a routine behaviour management procedure.  
Students timetabled to a teacher’s class remain the legal responsibility of that teacher.  That 
responsibility cannot be delegated to other members of staff (teaching or non-teaching).   

Students misbehaving by arriving late, not settling to work, not having equipment, etc. should be 
managed using the various behaviour management procedures outlined earlier including the 
scheduling of ‘a Restorative Conversation.  They must not be sent out of the room, sent to the office 
or sent to the House Coordinator during the class.  

Repeated misbehaviour that does not improve after use of a range of behaviour management 
procedures should be discussed with the student’s Pastoral Teacher and House Coordinator. 

In certain limited circumstances a student may need to be collected from the class by a senior 
member of staff.  Collection of a student should be used where the behaviour falls into one of the 
following categories: 

1. Immediate danger:  the behaviour is of immediate danger to the student or to other people in 
the class 

2. Abuse of the teacher 
3. Behaviour that renders the whole class unmanageable.  A student cannot be removed unless 

two prior warnings have been given during that class. 
4. Refusal to follow teacher directive / belligerence. A student cannot be removed unless two prior 

warnings have been given during that class. 
 

An email requesting collection of a student is sent to student services requesting collection via 
‘Student Collection’ group email.  The email should state location and name of the student to be 
collected and the reason for the collection. On receipt of such a request an available House 
Coordinator or Deputy Principal will be contacted to collect the student. If a response has not been 
forthcoming, teacher to send a reliable student to Student Services requesting a student collection. 

The teacher requesting collection must complete a pro-forma report, (available in Knowledge Banks in 
SIMON) as set out below in the next immediate break (i.e. Recess/spare period/ lunch/ immediately 
after school), make a call to the student’s parent/s on the day of removal and email the form to 
relevant House Coordinator and Student Services.   

Follow up procedures for Removal from class: 

Categories 1 and 2 (immediate danger or abuse):  

The House Coordinator or Deputy Principal who collects the student to arrange immediate 
collection or sending home of the student.  The student should complete a “Think sheet” 
before leaving.  The student is not to resume attendance before a parental meeting occurs 
with the Deputy Principal Wellbeing and the student’s House Coordinator.  The teacher’s 
report of the incident to be made available to the parents at the time of collection (if possible) 
but certainly at the meeting. Restorative Conversations must also be conducted with the 
assistance of the relevant House Coordinator or the Deputy Principal Wellbeing. 

 

 

 



 

Category 3 and 4 (rendering class unmanageable or refusal to follow teacher directive / 
belligerence).  

A student cannot be removed unless two prior warnings have been given during that class.   

The teacher removing a student for this reason must complete a pro-forma letter of 
notification to the parents detailing the behaviour and the warnings given (cc to PCT and HC).  
The removed student should be required to complete a “Think sheet” and then to continue 
with class work for the remainder of that period.  The student would continue to attend other 
classes after the removal but would need to meet with the removing teacher as soon as is 
practical.  A student removed three times (by the same or multiple teachers) will require a 
parental meeting to be called by the House Coordinator. Level 1 CHANGE Sessions will be 
given for such removals. Restorative Conversations must also be conducted with the 
assistance of the relevant House Coordinator or the Deputy Principal Wellbeing. 

 

3. Suspension  
Suspension is the process whereby a student is withdrawn from contact with other students.  It is an 
extremely serious consequence.  

• Internal suspension: is a process whereby the student concerned completes school work 
under staff supervision at school.   The student does not have access to other students and will take a 
lunch-break during at a different time. Parents must be notified of internal suspensions.   
Written notification will usually request a parent phone call to confirm receipt of the notification.   

Discussion is always invited. 

• Non-attendance pending meeting with Principal:  In some serious situations a family may 
be asked to meet with the Principal (or Deputy) to determine further outcomes.  The family will be 
requested to keep the student at home pending the conduct of the meeting.  At the meeting the student, 
parents, Principal and senior staff will discuss the process of resumption.  In some cases a period of 
external suspension may be part of the disciplinary consequences. 
 

4. Negotiated transfer 
“Negotiated Transfer can be defined as an action which involves a change of school by a student 
either between Catholic schools or to a school within another sector.  In the case of students who are 
of post-compulsory school age, a wider range of options might be considered.  For example, 
arrangements might be made for a transfer either temporary or permanent, to the workforce, or to a 
higher education or training institute” (CEM Guidelines for Student Behaviour Management 2013).  In 
general, a negotiated transfer comes about following a contractual agreement that further serious 
offences will necessitate such an outcome. 

5. Student Wrongful behaviour of a serious nature 
Catholic Education Melbourne understands student wrongful behaviour of a serious nature to be activity 
or behaviour which: 

• seriously undermines the ethos of the Catholic school; and/or 

• consistently and deliberately fails to comply with any lawful order of a Principal or teacher; 
and/or 

• is offensive, or dangerous, to the physical or emotional health of any staff member or any 
student; and/or 

• Consistently and deliberately interferes with the educational opportunities of other students.”  
(CEM Guidelines for Student Behaviour Management 2013). 
 



 

A serious offence will generally come about after a pattern of escalating or repeating behaviour where 
there has been prior contact with families and a staged set of consequences including contractual 
undertakings. However, it needs to be noted that a single incident can, of itself, be an extremely 
serious matter, which may require immediate consideration of a negotiated transfer.  In such 
circumstances the decisions reached need to “…identify the educational and social needs of the 
student…” while at the same time consider all issues relevant to the behaviour of the student and the 
implications for others in the (school) community.”   

(CEM Guidelines for Student Behaviour Management 2013) 

6. Expulsion from John Paul College will not occur except in the most serious of 
circumstance and when the following conditions apply; 

• the student has engaged in wrongful behaviour of a serious nature (see definition 
above), and 

• the school’s other processes for addressing such behaviours have been applied and 
not been successful, and 

• the welfare and safety of others in the school community, or the need to maintain 
order and protect the rights of others, make it necessary that the student no longer be 
present in that school community. 

•  
Only the principal has the authority to expel a student. Prior to confirming an expulsion, the principal 
will:  

• explain clearly to the student and the student’s parent(s)/guardian(s) the reason(s) for 
the intended expulsion, and provide them with an opportunity to speak on behalf of the 
student 

• provide to the canonical administrator as appropriate, formal written notification of the 
intended expulsion and the reasons for it and seek endorsement. In addition, provide 
to the Executive Director of Catholic Education Melbourne formal written notification of 
the intended expulsion, and the reasons for it, and request that the Executive Director 
endorse the principal's decision. 
 

Should the decision to expel the student be confirmed, the principal must ensure that the expulsion is 
formally recorded in the school's files, and provide to the parent(s)/guardian(s) of the expelled student 
a formal Notice of Expulsion. When possible, this notice is to be issued before or on the day the 
expulsion is to commence, and if that is not possible then as soon after that as possible. This notice 
needs to include:  

• The reason(s) for the expulsion 

• The commencement date of the expulsion 

• Details of the Review and/or Appeal processes available* 
 

*Natural justice must apply, and consequently there ought be available in every school a formally 
authorised process by which parent(s)/guardian(s) of an expelled student, and in some circumstances 
the expelled student himself/herself, may have the expulsion decision reviewed and/or appealed.  

Process for Review of an Expulsion Decision 
 
The parent(s)/guardian(s) of a student expelled from a Catholic school may, within five school days (in 
exceptional circumstances, ten school days) of receipt of the notice of expulsion, formally request of 
the principal that the decision be reviewed. If the student is living independently from their 
parent(s)/guardian(s), the student also has this right. The request must be in writing unless that is not 
possible, and must state the grounds on which the Review is being sought, whether the student and 
parent(s)/guardian(s) wish to be heard in person, and if they wish to be accompanied at the Review 



 

by another person – such a person to be named, and not acting for fee or reward. 
 
Valid grounds for requesting a Review are that: 

• proper procedures were not followed by the school in matters related to the expulsion 
decision, and/or that 

• the full details of the case were not considered at the time (additional details to be 
provided), and/or that 

• the decision was too severe, and/or that 

• the decision was unjust. 
 

An Expulsion Review Panel, convened by the principal, will hold the review, within five school days if 
possible. Membership of the panel will be the principal as non-voting chair and three persons 
nominated by the principal, who were not involved in the original decision and who have school 
leadership responsibility. The panel will consider the details of the case and, after giving the student 
and parent(s)/guardian(s) the opportunity to be heard on the grounds of review, determine by majority 
vote a recommendation to the principal as to whether the expulsion should remain or be repealed.  

Having considered the recommendation, the principal will make a decision, and within three school 
days will formally notify this decision to the person(s) who requested the review, to the Executive 
Director of Catholic Education. 

Process for Appeal against an Expulsion Review Decision 
 
After the Review Process has been concluded, if the expulsion decision is still in place the 
parent(s)/guardian(s) may appeal against that decision. The parent(s)/guardian(s) may, within five 
school days (in exceptional circumstances, ten school days) of receipt of the Review decision, lodge a 
formal Appeal. When a student is living independently from their parent(s)/guardian(s), the student 
also has the right of appeal. 
 
Valid grounds for requesting an Appeal are that 

• proper procedures were not followed in the Review process, and/or that 

• the decision to continue the expulsion was unjust. 

The Appeal must be in writing to the Executive Director of Catholic Education or, in the case of 
Congregation-owned school, to the relevant designated Congregational authority. Upon receipt of an 
Appeal notice, this authority will appoint an officer to investigate the Appeal. When the investigation 
has been completed, the Officer will deliver their findings to the Executive Director of Catholic 
Education or Congregational authority, who will formally notify the principal and the person(s) who 
made the Appeal. If the grounds on which the Appeal was made are found to be true, the expulsion 
must be repealed. Otherwise, the expulsion will remain.  

 
Following receipt of these findings, the principal will formally notify all parties to the Appeal as to 
whether the expulsion decision remains or is repealed, and the reason(s) for the decision. This 
decision will be final, and is not subject to further Review or Appeal within the Catholic Education 
system. 
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