
 
 
 
 
 
 
 

PASTORAL CARE POLICYPASTORAL CARE POLICY 

 

 

Provisions This Policy: 

● is endorsed by the school staff 

● is available on the school’s website at: 

www.stgsmithfield.catholic.edu.au 

● is available to staff  electronically on the staff server. 

● Implemented: NOVEMBER 2014 

● Revised: October 2018 

 

 

St Gertrude’s Catholic Primary School follows the Sydney Catholic Schools Student Wellbeing and Pastoral Care Policy. 
 

The Pastoral Care Policy at St Gertrude’s Catholic Primary School, Smithfield has been developed within the guidelines issued 

by the Sydney Catholic Schools within the Archdiocese of Sydney. 

 

CORPORAL PUNISHMENT IS EXPRESSLY PROHIBITED AT  

ST GERTRUDE’S CATHOLIC PRIMARY SCHOOL  

 

SYDNEY CATHOLIC SCHOOLS DOES NOT SANCTION ADMINISTRATION OF  

CORPORAL PUNISHMENT BY NON-SCHOOL PERSONS,  

INCLUDING PARENTS, TO ENFORCE DISCIPLINE IN THE SCHOOL 

 

CatholicCare School Counsellor:  9390 5377 

 

NSW School Liaison Police – Located in the Cabramatta local area command 

School Liaison Officer Cabramatta Police Station 

Tel:  9725 8999 

Youth Liaison Officer Fairfield Police Station 

Tel:  9728 8399 

 

South Western Sydney Local Health District Details: 

Phone:  9828 6000 

Fax:  9828 6001 

E-Mail: swslhd.esu@sswahs.nsw.gov.au 

 

Kids Helpline :  1800 55 1800 

 

BELIEF STATEMENT 

At St Gertrude’s our school vision to Desire God and Learning is implemented through: 

● Commitment to the Religious Education and faith development of each child. 

● Building a quality Catholic learning community strengthened by respectful relationships with students, teachers, parents,              

parish and the wider community. 

● Nurturing the continuous development of the whole person and encouraging an active faith, integrity, empathy and                

Catholic values. 

  

http://www.stgsmithfield.catholic.edu.au/
https://sites.google.com/a/syd.catholic.edu.au/sydney-catholic-schools-policies/a-z-listing/student-wellbeing-and-pastoral-care-policy
mailto:swslhd.esu@sswahs.nsw.gov.au


 
 
 
 
 
 
 

RATIONALE 

A Catholic school is distinctive in its religious dimension that ‘endeavours to provide the Catholic community with a wide choice                    

of high quality education for their children.’ St Gertrude’s, as other Catholic schools in Sydney, share the vision of being                    

committed to the development of the whole person within the education setting. St Gertrude’s Catholic Primary School views                  

education as a lifelong process which allows students to be nurtured and enables them to grow holistically: spiritually,                  

intellectually, socially, emotionally and physically. Embedded within a community of believers, teachers and staff share in the                 

evangelising mission of the Church. They highlight the relevance of the Catholic Faith to students’ lives and everyday culture.  

 

This policy aims to develop children to have high self esteem, be responsible, and capable of making informed, sensible                   

choices and recognise their fundamental responsibilities. The staff of St Gertrude’s Catholic Primary School foster the dignity,                 

self esteem and integrity of each person. They collaborate with parents and jointly make decisions which are aimed to enhance                    

student learning and behaviour.  

 

GUIDING PRINCIPLES 

Students and staff are expected to adhere to the following principles in order to create a happy, safe and respectful learning                     

environment: 

● Embracing the Josephite tradition of treating all those we meet with open hearts 

●  Valuing the dignity of each person 

●  Living and modelling Gospel values 

● Having respect for learning, others and safety 

 

Be Respectful, Be Responsible, Be Safe 

The school-wide positive behaviours for learning (SPBL) program encourages all students to demonstrate respectful,              

responsible and safe behaviours at school. All students at St Gertrude’s Catholic Primary School are explicitly taught the three                   

expectations and how to demonstrate these behaviours throughout the school. 

  



 
 
 
 
 
 
 

CODE OF CONDUCT 

Students are asked to follow and adhere to St Gertrude’s Code of Conduct. 

Be Respectful 

 

● Show cooperation when working with others 

● Use manners when speaking to others 

● Wear the school uniform with pride 

● Use eye-contact when speaking to others 

Be Responsible ● Show helpfulness towards others 

● Look after the school environment by placing rubbish in the bin 

● Care for school equipment 

● Encourage others to do their best 

● Show good sportsmanship 

Be Safe ● Keep hands and feet to ourselves 

● Stay in the designated playgrounds 

● Wear the school hat when outside 

● Walk around the school grounds 

 

Guided by the motto ‘Desire God and Learning” St Gertrude's Primary School endeavours to provide for each member of the                    

community –students, parents staff and clergy – the experience of high quality  interpersonal relationships of care and support. 

 

THE ROLE OF THE PARENTS 

Parents should be supportive of the school and teachers in their professional assessment of situations that occur at school and                    

understand that children sometimes misrepresent situations, either knowingly or through lack of knowledge of all the facts.                 

Parents need to support the partnership that exists between themselves and the school. As co-educators, ongoing                

communication is important to ensure the safety, happiness and educational success of each child. Parents should inform                 

teachers of any serious emotional problem that may cause their child to be upset as the child may require support. Parents                     

should understand that these matters would be confidential.  

 

Parents concerned about a child are asked to follow these protocols: 

● Step One: Make an appointment  to speak to your child’s teacher.  

● Step Two: If you believe that the matter has not improved, you may make an appointment with the mentor for your child’s                      

grade and discuss the concern with them. 

● Step Three: If you have spoken to the class teacher and the mentor and are still not satisfied that the concern has been                       

dealt with, please make an appointment to speak with the Assistant Principal. 

● For any issues that are of a very serious or sensitive nature, please do not hesitate to contact the Assistant Principal or                      

Principal. 

 

THE ROLE OF TEACHERS 

Teachers should consistently promote the rights and responsibilities of the members of the St Gertrude’s community so                 

students know their expected behaviour in the classroom, on the playground, and on school excursions. They should expect                  

children to act respectfully, responsibly and safely, in all situations as well as affirming and encouraging positive behaviour                  

through an award system.  

 

Teachers will be aware of all children and their individual needs. They need to adhere to the strategies that need to be followed                       

when students have engaged in inappropriate behaviour. The Principal or Assistant Principal need to be informed if serious                  

misbehaviour is encountered. Also, if serious misbehaviour has occurred, the parents of all children involved need to be                  

informed. 

 

 



 
 
 
 
 
 
 

 

Each class has a code of conduct ensuring the individual rights of children. The classroom code of conduct is established with                     

the class at the beginning of the school year and revisited regularly throughout the year. It is clearly displayed in the classroom                      

and children must be made aware of the consequences of breaching the code. We believe that in order to help protect                     

student’s rights and encourage responsibility, teachers must ensure that class code of conduct covers:  

● communication  

● learning  

● respect  

● safety  

Consequences for breaking the code of conduct may include:  

● “Reflection Time” within the classroom to think about behaviour choices 

●  “Reflection Time” during play times  

● “Community Service” during play times  

 

 

THE ROLE OF THE SCHOOL COUNSELLOR 

● Keep the Principal, class teacher and parents informed 

● Follow SCS and whole school policies and procedures to enhance student safety and wellbeing 

● Assist teachers with strategies in the classroom and on the playground 

● Be available to observe students in the classroom 

 

Where a child persistently and deliberately disrupts normal classroom management to the degree that it is the cause of limiting                    

their own and other children’s freedom to participate and learn, then consultation with the Grade Mentor/Principal/Assistant                

Principal is encouraged. If the child’s behaviour is causing serious difficulties within the school, then an Individual Positive                  

Behaviour Plan (IPBP)  will be put into place to help the child develop both emotionally and academically.  

 

The following disciplinary measures remain the prerogative of the Principal:  

● Withdrawal from class for a designated period of time  

● Suspension from school for a period of no more than five (5) days.  

  



 
 
 
 
 
 
 

 

 

St Gertrude’s Catholic Primary School follows the Sydney Catholic Schools Student Management: Suspension, Transfer and               

Exclusion Policy.  

 

CEO GUIDELINES2  
2 This Suspension and Expulsion Policy was approved by the Sydney Archdiocesan Catholic Schools Board on 20 February                  

2003. 14  

Responding To Serious Offences: 

A serious offence by a student challenges the school to demonstrate a commitment to the welfare, rights and well-being of all its                      

members, and at the same time to be responsive to welfare rights and special needs of the perpetrator.  

 

SUSPENSION AND EXPULSION POLICY  

Procedural Fairness in School Investigations  

The following principles underpin the basic rights of all individuals when dealing with authorities:  

● the right to respond (the hearing rule)  

● the right to an unbiased hearing (the bias rule)  

School leaders must be mindful of these principles when applying the following policy and procedures.  

Definition of a serious offence  

Sydney Catholic Schools defines a serious offence as an activity or behaviour by a student which:  

● seriously undermines the ethos of the Catholic school; or  

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

● is offensive or dangerous to the physical or emotional health of any staff member, visitor or any student; or  

● consistently and deliberately interferes with the educational opportunities and endeavours of other students.  

Some serious offences are by their nature criminal offences, and schools are obliged to observe legal requirements.  

 

Suspension (External) – Student Misbehaviour  

1. In determining whether a student’s misbehaviour is serious enough to warrant suspension (ie exclusion from attending                

school), the Principal will consider the factors including the safety and welfare of the student, staff and other students in                    

the class or school.  

2. The full range of school student welfare and discipline strategies will have been implemented, in most cases, before a                   

suspension is imposed.  

3. In some circumstances the Principal may determine that a student should be suspended immediately. This will usually be                  

due to reasons such as the safety of students or staff because of violence, threats of violence, the presence of weapons or                      

illegal drugs.  

4. Principals must suspend immediately and consistently with these procedures, any student whose behaviour includes the               

following:  

Possession of a suspected illegal drug  

Sydney Catholic Schools  firmly believes that schools must be places which are free of illegal drugs.  

Suspension is to occur immediately if the substance is being represented by the student as an illegal drug, or on confirmation                     

that the substance is, in fact, illegal.  

Violence or threat of serious physical violence  

Any students intentionally causing injury or threatening serious physical violence against another student or teacher is to be                  

suspended immediately. 

Possession of a prohibited weapon  

Any student possessing a prohibited weapon (eg a knife), or using or threatening to use any item or instrument as a weapon, is                       

to be suspended immediately. The matter must be reported to the police.  

https://sites.google.com/a/syd.catholic.edu.au/sydney-catholic-schools-policies/a-z-listing/student-management-suspension-transfer-and-exclusion-policy
https://sites.google.com/a/syd.catholic.edu.au/sydney-catholic-schools-policies/a-z-listing/student-management-suspension-transfer-and-exclusion-policy


 
 
 
 
 
 
 

5. Principals may also suspend, consistent with these procedures, any student whose behaviour includes:  

Persistent disobedience  

Students who, in their relationships with staff, are persistently disobedient, insolent or engage in verbal harassment and abuse,                  

may be suspended.  

Persistent disruption  

Students who persistently disrupt and prevent the learning and teaching of others may be suspended.  

Breach of school rules  

Students who breach the school’s published rules and regulations may be suspended.  

In circumstances other than those outlined in 3 and 4 above, suspension will usually occur after the Principal has:  

● ensured that all appropriate and available student welfare strategies and discipline options have been applied and                

documented  

● ensured that all appropriate support personnel available, within the school system and externally, have been involved  

● taken reasonable steps to ensure that discussion appropriate to the circumstances has occurred with the student                

and/or parent/caregivers regarding specific misbehaviour which the school unacceptable and which may lead to              

suspension  

● provided to the student and/or parent/caregivers a formal written caution detailing these behaviours, as well as clear                 

expectations of what is required of the student in future  

● recorded in appropriate school files all action taken.  

 

DECIDING ON, NOTIFYING AND RESOLVING A SUSPENSION  

Decision  

1. The Principal should inform the student of the grounds on which suspension is being considered. The student must be                   

given the opportunity to respond.  

2.  The student’s response must be considered before a decision to suspend is made.  

3.  The decision to suspend must be taken by the Principal or authorised delegate.  

Notification to Parents  

1.  A student will not be sent out of school before the end of the school day without notification being made to a                      

parent/caregivers and, if necessary, agreement reached about arrangements for the collection of the child from school.  

2.  Notification of suspension must be made to parents or caregivers in writing.  

3.  In all cases, the notification must include:  

● notice of the suspension  

● the reasons for the suspension  

● the importance of parental assistance in resolving the matter 

● the clear expectation that the student will continue with studies while suspended  

● a reminder that parents/caregivers are responsible for the care and safety of the student while under suspension.  

4.  Parents and caregivers should be referred to the school’s published discipline code.  

If consideration is being given to transferring the student, or expelling the student from the Archdiocesan school system, the                   

notification of suspension or formal warning must make this intention clear.  

Notification to Others  

1.  Where deemed appropriate, the Regional Consultant will be advised of the decision to suspend by the Principal.  

2.  When relevant and appropriate, the Parish Priest may also need to be advised by the Principal.  

Resolution  

1.  At the earliest opportunity, the Principal or authorised delegate must convene a suspension resolution meeting with the                 

student and the parent(s) to discuss the basis on which the suspension will be resolved.  

2.  If, despite the school’s requests, parents or caregivers are unable or unwilling to attend a suspension resolution meeting,                  

the Principal should consider the individual merits of the case and refer the matter to the Regional Consultant. Alternative                   

steps may then need to be taken to resolve the suspension and facilitate the student’s return to school.  

 



 
 
 
 
 
 
 

EXPULSION  

In extreme circumstances, the Principal may transfer a student from the school to another Catholic school (transfer), or may                   

make a submission to the Executive Director of Schools, recommending the expulsion of a student from the Archdiocesan                  

School Systems (expulsion).  

Transfer  

This means that the student is transferred from his/her school only, on the basis of misbehaviour (refer to point 5 on the                      

previous page). With the exception of the circumstances outlined below (Unsatisfactory Participation), the Principal, in               

conjunction with the parents or caregivers, must arrange a suitable enrolment for the student in another Catholic school.  

 

Protocols  

1. When considering whether to transfer a student from the school the Principal must:  

● notify the student and the parents or caregivers, in writing, that a transfer from the school is being considered, living                    

reasons for the possible action and allowing seven school days for the student, parents or caregivers to respond. 

● provide the parents or caregivers with a copy of all documentation on which the recommendation to transfer has been                   

based (taking account of the need to protect the anonymity and privacy of the complainants and/or witnesses)  

● consider any response from the student or parents before proceeding further  

● provide the parents or caregivers with the opportunity to discuss the implications of the transfer and provide information                  

relating to the right to, and process for, an appeal if the transfer were to proceed.  

2. If, having completed the action outlined above, the Principal decides to transfer a student from the school, the Principal                   

must advise the Regional Director prior to providing formal notification to the student and the parent/caregivers.  

3. Having reached a decision to transfer a student from the school, the Principal must: 

● Inform the student and the parent/caregiver in writing by post or otherwise. This formal advice should also restate the                   

right to appeal the decision. 

● Arrange (when the student is of compulsory school age) an alternative school placement which is appropriate to the                  

needs of the student, in conjunction with the parents or caregivers. 

4. If a suitable alternative cannot be arranged, the Principal must move to:  

● refer the issue to the Regional Director for resolution, or  

● recommend expulsion from the Archdiocesan school system.  

5. In the majority of cases, a transfer from a particular school should be finalised within a reasonable period of time (eg within                      

20 days of suspension).  

 

Expulsion – Unsatisfactory Participation  

This form of expulsion occurs when a student of post-compulsory age is expelled from his/her particular school only, on the                    

basis of unsatisfactory participation in learning. This could consist of a documented pattern of non-satisfactory completion,                

failure to make a serious effort to meet course objectives, and/or non-compliance with Board of Studies requirements for the                   

award of a School Certificate or Higher School Certificate.  

Before a decision is made to expel on this basis, the student must be given at least one formal written warning that such action                        

is being contemplated. The student must also be allowed a reasonable period in which to demonstrate a satisfactory                  

improvement in his or her participation.  

 

Where a student of post-compulsory age is being expelled on these grounds, the arrangement of an alternative placement is the                    

responsibility of the student and the student’s parents or caregivers. If a suitable alternative cannot be arranged, there is no                    

obligation in these circumstances for the Principal to re-admit the student, refer the issue to the Regional Director or                   

recommend expulsion from the system.  

 

Expulsion from the Archdiocesan School System  

A decision to expel from the Archdiocesan school system can only be made by the Executive Director of Schools or Acting                     

Executive Director on recommendation from the Regional Director or Acting Regional Director.  



 
 
 
 
 
 
 

 

In cases where consideration is being given to recommending an expulsion from the Archdiocesan school system, the gravity of                   

the circumstances requires that particular emphasis be given to all aspects of procedural fairness.  

 

When recommending expulsion from the Archdiocesan school system, the Principal must:  

1. place the student on suspension pending the outcome of the decision-making process. This action should be taken                 

irrespective of any action by another agency, including the NSW Police Service.  

2. notify the student and the parents or caregivers that expulsion from the Archdiocesan school system is being considered,                  

giving reasons for the possible action and allowing seven school days for the student, parents or caregivers to respond.  

3. provide the parents or caregivers with a copy of all the documentation on which the recommendation to expel is based                    

(taking account of the need to protect the anonymity and privacy of complainants and/or witnesses).  

4. consider any response from the student and parents or caregivers before proceeding further.  

5. give the student and parents or caregivers reasonable notice of an opportunity to attend a formal interview with the 

Principal.  

6. provide the parents or caregivers with information on the implications of this action, their rights to an appeal, and the 

appropriate procedures for submitting an appeal.  

 

If, having completed the action outlined above, the Principal decides to recommend expulsion from the Archdiocesan school 

system, the Principal must forward a submission to the Regional Director detailing the reasons, the action taken to moderate the 

students’ behaviour (where appropriate), a copy of all required documentation, and any response from the student, parents or 

caregivers.  This will be forwarded via the Regional Director to the Executive Director of Schools for consideration. 

 

While consideration is being given to expulsion from the Archdiocesan school system, the student will remain on suspension.  A 

decision will be made as soon as practicable following the submission reaching the Executive Director of Schools. 

 

In cases where consideration is being given to recommending an expulsion from the Archdiocesan school system, the 

gravity of the circumstances requires that particular emphasis be given to all aspects of procedural fairness. 

 


