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INTRODUCTION 
 

At Glenroy College we are committed to meeting the educational and personal needs of all of our 
students.  Schools are complex environments with students, staff and parents all having unique 
personalities.  This makes a school a wonderfully rich and vibrant environment in which to work.  It 
also presents many challenges as we strive to work with and cater for the range of skills, knowledge, 
learning styles and needs of individual people. 
 
Teaching is now much more than just being an educator. Each day we are required to teach, counsel, 
mentor, mediate and advise. We are all responsible for the wellbeing of every student at the college 
and as such we must be vigilant in identifying their educational and personal needs and responding 
appropriately. 
 
This guide is designed to support you in your role through: 

¶ Clarifying your responsibilities 

¶ Providing practical strategies to assist you in identifying and responding appropriately to 
students at risk 

¶ Assisting you to understand the assistance that is available 

¶ Clarifying the role of the Student Wellbeing Team  

¶ Clarifying the referral process 
 
We hope you find it useful. 
 
Student Wellbeing Team 
2013 
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The Role of Counselling 
 
While adolescence is a challenging period in a person’s life, most people pass through this stage with 
few difficulties. 
 
When problems do arise, most people have the strategies and resources to manage these and may 
also call upon the help of peers, parents and other people.  However, some problems may be more 
serious, ongoing, or cumulative in their effects and may also be very private.  In these cases 
adolescents may seek or need the assistance of counselling. 
 
 

Counselling is: Counselling does not: 

ü Working with the young person who is 
experiencing difficulties and has identified 
the need for help 
 

ü Working with the young person in need of 
emotional and psychological support by 
assisting him/her to identify issues and to 
develop appropriate strategies and action 
plans to cope with or resolve these issues 

 
ü Providing correct and appropriate 

information that the young person may 
need in order to make informed decisions 

 
ü Sometimes instrumental in accelerating 

problem behaviours in the initial phases 
 

ü Carried out over varying lengths of time 
ranging from a single session to a whole 
year, or may be conducted intermittently 

ü “fix” problems 
 

ü Help, unless the young person chooses to 
be actively involved in the counselling 
process 
 

ü Guarantee change or a solution to a 
problem 
 

ü Offer predictable and logical outcomes 

 
Components of the counselling process are: 
 
ü Relationship building 
ü Assessing the problem 
ü Addressing the problem 
ü Evaluating the outcomes 

 
The counselling process works best when adolescents are actively and voluntarily involved in coming 
up with solutions to their own problems via structured discussions and activities with the counsellor. 
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The Glenroy College Student Wellbeing Structure 

 
 

STUDENT WELLBEING LEADER 
 

LIDIA TIZIAN 

 
INTEGRATION  

CO-ORDINATOR 
 
 
 
 

VIV VINCITORIO 
 

 
SCHOOL NURSE 

Health Promotion 
 

REBECCA GRIMES 
 

 (2 days) 

SSSO STAFF 
HEALTH 

PROFESSIONALS 
Counselling 

 
NW Health 

(Fortnightly) 
5h/Ω{ όƳƻƴǘƘƭȅύ 

 

STEVE DIXON 
(Attends SW meetings) 

CHAPLAINS 
Pastoral Care 

 
 

ASHA SEBASTIAN 
(2 days) 

 
PAUL SPYROU     

(3 days)  
 

PROGRAM 
SUPPORT 

 
KARA SCIFO 

 
 

 

(3 days) 
 

STUDENT WELLBEING MANAGEMENT GROUP 

 
MIPS/ 

CAREERS 
CO-ORDINATOR 

 
 
 

SUE FLAVEL 
 

Responsible for: 

¶ Identifying ‘students 
with low attendance 

¶ Developing  plans for 
‘at risk’ students 

¶ Co-ordinating 
intervention strategies 

¶ Reviewing progress 

¶ Supporting the work 
of the SWMG 

Responsible for: 

¶ Facilitating  programs 

¶ Reviewing programs 
and exploring other 
programs as required 

¶ Supporting the work 
of the SWMG 

¶ Providing support for 
students and families 

Responsible for: 

¶ Pastoral care of 
students 

¶ Conducting activities 
with small groups of 
students 

¶ Liaising with families 

¶ Supporting the work 
of the SWMG 

¶ Community 
partnerships 

Responsible for: 

¶ Counselling individual 
students 

¶ Liaising with families 
and Health 
professionals 

¶ Supporting the work 
of the SWMG 

¶ Health Promotion and 
Education 

¶ Community 
Partnerships 

Responsible for: 

¶ Counselling individual 
students 

¶ Liaising with families 
and Health 
professionals 

¶ Providing professional 
advice 

¶ Supporting the work 
of the SWMG 
 

Responsible for: 

¶ Co-ordinating the 
integration program  

¶ Supporting the work 
of the SWMG 
 

Responsible for: 

¶ Co-ordinating the 
MIPS/Careers 
program 

¶ Providing careers 
advice to students 

¶ Supporting the work 
of the SWMG 
 

STUDENT WELFARE WELFARE SUPPORT 

 
ENGAGEMENT 

OFFICER 
 

JOANNE 
PAMPANELLA 

 
(3 days) 
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The Glenroy College Student Welfare Team 

 

Team Member Role Responsibilities 

 
Lidia Tizian 

 
Student Engagement and Wellbeing Leader 

ü Overall responsibility for leading the Student Wellbeing Program and Team 
ü Chairperson of the Student Welfare Team 
ü Counselling 
ü Teacher support/liaison 
ü Liaison with parents 
ü Co-ordinating the development and implementation of student welfare 

structures, policies, processes and procedures, programs and evaluations 
ü Liaison with outside agencies  
ü Referral to outside agencies when appropriate 
ü Critical incident management including ensuring that staff are aware of their 

responsibilities under Mandatory Reporting  and when dealing with incidents 
of sexual and/or physical assault 

 
Joanne Pampanella 

 
Engagement Officer 

ü Liaise with level leaders to monitor progress of students with low attendance 
ü Working closely with teachers to monitor students ‘at risk’ students and 

identify intervention strategies 
ü Review the progress of the intervention strategies on a six week cycle and 

recommendations for the future  
ü Report to Student Engagement and Education Meetings 
ü Work with families, link them with support services,  
ü Ensure documentation is completed and filed appropriately  

Kara Scifo Youth Worker – Program Support ü Facilitate the specific wellbeing programs 
ü Liaise with the SEAW leader to ensure the programs are aligned with the 

agreed vision and purpose 
ü Review programs and adapt changes accordingly 
ü Explore programs that meet the needs of the students 
ü Work with students and families and provide support 
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Team Member Role Responsibilities 

 
Asha Sebastian 

 
Chaplain 

ü Provide pastoral care for students 
ü Conducting activities with small groups of students 
ü Assisting in the specific wellbeing programs 
ü Liaising with families 
ü Supporting the work of the Student Wellbeing Management Group 
ü Building community partnerships 

 
Paul Spyrou 

 
Chaplain 

ü Provide pastoral care for students 
ü Conducting activities with small groups of students 
ü Assisting in the specific wellbeing programs 
ü Liaising with families 
ü Supporting the work of the Student Wellbeing Management Group 
ü Building community partnerships 

 
Rebecca Grimes 

 
Nurse 

ü Health promotion and education 
ü Liaising with families and Health professionals 
ü Counselling individual students 
ü Conducting specific health programs in classrooms 
ü Supporting teachers in the provision of Health and Wellbeing programs 
ü Supporting the work of the Student Wellbeing Management Group 
ü Building community partnerships 

SSSO staff and Health 
Professionals 
Steve Dixon 
Vicki Sarikoudis 
Dr Dina Georgopoulos 

 
 
Moreland Network Coordinator 
North west Mental Health 
Docs in Schools 

ü Counselling individual students 
ü Liaising with families and Health professionals 
ü Providing professional advice 
ü Supporting the work of the Student Wellbeing Management Group 
ü Docs in Schools program 

 
Viv Vincitorio 
 

 
Integration Co-ordinator 

ü Co-ordinating the overall integration program  
ü Managing the integration aides 
ü Monitoring the funding cycle for integration students 
ü Co-ordinating the application process for integration students 
ü Organising and chairing Program Support Group meetings 
ü Liaising with Health Professionals, support agencies and feeder primary schools 
ü Supporting the work of the Student Wellbeing Management Group 



Glenroy College Student Wellbeing Guide 2014 

8 
 

 
Sue Flavel 

 
MIPS/Careers Co-ordinator 

ü Co-ordinating the MIPS/Careers program 
ü Ensuring all students 10-12 have a documented MIPS Plan 
ü Providing careers advice to students 
ü Identifying opportunities to enhance career opportunities for students 
ü Supporting the work of the Student Wellbeing Management Group 
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The Referral Process 

 
Students can present with particular issues on a day to day basis for behaviour, learning difficulties, 
friendship issues, bullying, personal problems etc., however these are not always reason for referral 
to the Student Welfare Team.  The college has agreed processes and procedures for addressing 
these issues and it is important that they are followed consistently.  In most cases this is all that is 
required however for a small number of students support and/or counselling from the Student 
Welfare Team is necessary. 
 
It is important that only appropriate referrals are made to the Student Welfare Team as this assists 
them to manage the workload and ensure that their skills and knowledge are used to best 
advantage.  Nevertheless it is still best to ere on the side of caution.  When in doubt, staff should 
discuss their concerns with a member of the Student Welfare Team or make a referral. 
 
To assist staff to make an informed assessment about a referral the processes on the following pages 
have been developed.  In each section a list of strategies for dealing with the issue has been listed.  It 
is important that most of these strategies have been implemented before making the decision to 
make a referral.  Once again it is important to emphasise that when in doubt ere on the side of 
caution. 
 
Students are able to make appointments with any member of the Student Welfare Team on their 
own initiative and generally do not require permission from their parent/guardian.  However 
parent/guardian permission is required for students to see Student Support Service staff. Where 
appropriate, students are encouraged to inform their parents that they are seeking support and to 
discuss their issues and progress with their family. 
 
After a referral has been made the Student Welfare Case Management Team will discuss the best 
course of action to take and who will be the case manager.  Possible actions could include 
counselling by one of the Welfare Team, referral for a cognitive and/or behavioural assessment, 
referral to an outside agency, involvement in specific programs eg. Girls Group, Assertiveness 
program, Anger Management etc., welfare support and/or involvement of a health professional. 
 
The person making the referral will be kept informed by the Case Manager with the exchange of 
information being limited to what is deemed appropriate to support the student at school and in 
accordance with confidentially and privacy legislation. 
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GLENROY COLLEGE 
 

STUDENT REFERRAL PROCESS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TEACHER HAS CONCERNS ABOUT A STUDENT  

BEHAVIOUR LEARNING DIFFICULTIES ENGAGEMENT EAL FAMILY ISSUES 
 

MENTAL HEALTH 

CRITICAL INCIDENT 

¶ Physical/sexual abuse 

¶ Mental Health – self 
harm 

¶ Safety  

Student management process 
has been followed 

consistently 
 

HG teacher has been involved 
 

LL has been involved 
 

Parents have been contacted 
 

Student has a behaviour plan  
 

Prin/AP have been involved 
 

Discussion has occurred with 
the key stakeholders to 

identify all the issues  
 

Learning needs of the student 
have been identified 

 
Year Level and Year Level 

Domain team have discussed 
the learning needs of the 

student 
 

Classroom program has been 
differentiated 

 
Student has an ILP  

 
Student has received 

individualised assistance 
(intervention) 

 
Discussion has occurred with 

the key stakeholders to identify 
all the issues  

 
 
 

 

Learning needs of the 
student have been identified  

 
Classroom program has been 

differentiated 
 

HG/LL have been involved 
 

Parents have been contacted 
 

Student has received careers 
counselling 

 
Student has a documented 

MIPS Plan 
 

Discussion has occurred with 
the key stakeholders to 

identify all the issues  
 
 
 
 

Learning needs of the 
student have been identified  

 
Classroom program has been 

differentiated 
 

Student has received specific 
EAL support 

 
EAL Manager has been 

involved 
 

Parents have been contacted 
 

Student has an ILP  
 

Discussion has occurred with 
the key stakeholders to 

identify all the issues  
 
 
 
 
 

Concerns about the 
student have been 

discussed with the HG 
teacher, LL and/or 

member of the welfare 
team to: 

¶ gain further 
information 

¶ find out if previous 
action has been 
taken to address the 
issues  

¶ ascertain whether 
the concerns could 
be a mental health 
issue 

 

Principal informed of the 
incident 

 
Action in accordance with: 

¶ Child Protection 
legislation 

¶ DEECD, Regional 
guidelines 

¶ Mandatory Reporting 
guidelines 

¶ Process for dealing 
with incidents of 
Sexual Abuse 

Concerns have been 
addressed 

No further action required.  
 
 

Referral to Student Wellbeing Team 

Yes No 
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GLENROY COLLEGE 
 

STUDENT REFERRAL PROCESS 
 

BEHAVIOUR 
 

STRATEGY TO ADDRESS BEHAVIOUR ISSUES YES NO 

Teacher has followed the student management process consistently: 

¶ Warnings 

¶ Relocation 

¶ Follow-up meetings with the student 

  

Student has been relocated regularly from class   

Follow up meetings between the classroom teacher and student have 
occurred after each student relocation 

  

Teachers have implemented a range of strategies to try and address the 
student’s behavioural issues 

  

Teacher has spoken on a number of occasions to the Home Group 
teacher about the student’s behaviour 

  

Home Group Teacher and teacher have met with the student to discuss 
the student’s behaviour 

  

Level Leader has been made aware of concerns about the student’s 
behaviour 

  

Student has been placed on a behaviour card   

Level Leader and teacher have met with the student to discuss the 
student’s behaviour (This may have included the HG teacher) 

  

Parents have been contacted on a number of occasions about concerns 
about their child’s behaviour 

  

A meeting has been held with the parents to discuss their child’s 
behaviour 

  

Student has been suspended for behaviour issues   

The Principal and/or Assistant Principal have been made aware of 
concerns about the student’s behaviour 

  

 
 

 
  
 
 

If the majority of boxes in the Yes column 
are ‘ticked’, the concerns about the 
student’s behaviour persist and it is the 

consensus view of the stakeholders that a 
referral should be made, a referral to the 
Student Wellbeing Team is appropriate 

Follow the agreed process to 
refer the student to the 
Student Wellbeing Team 
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GLENROY COLLEGE 
 

STUDENT REFERRAL PROCESS 
 

LEARNING DIFFICULTIES  
 

STRATEGY TO ADDRESS LEARNING DIFFICULTIES YES NO 

Teachers identified and documented the learning needs of the student   

The learning needs of the student  have been discussed by the Year 
Level and Year Level Domain Teams 

  

Classroom programs addressed the specific learning needs of the 
student (learning has been differentiated) 

  

An Individual Learning Plan (ILP) has been developed for the student   

Teachers implemented a range of strategies to address the student’s 
learning needs 

  

The student received additional assistance – intervention program, small 
group/individualised  support 

  

Advice has been sought from appropriate members of the Student 
Welfare Team eg Educational Psychologist 

  

The student’s progress was tracked over a period of time using specific 
data 

  

Parents have been consulted    

Discussion has occurred with the key stakeholders to identify all issues   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

If the majority of boxes in the 
Yes column are ‘ticked’, the 
concerns about the student’s 
learning persist and it is the 

consensus view of the 
stakeholders that a referral 

should be made, a referral to 
the Student Wellbeing Team 

is appropriate 

Follow the agreed process to 
refer the student to the 
Student Wellbeing Team 
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GLENROY COLLEGE 
 

STUDENT REFERRAL PROCESS 
 

ENGAGEMENT  
 

STRATEGY TO ADDRESS ENGAGEMENT ISSUES YES NO 

Teachers identified and documented the learning needs of the student   

The learning needs of the student  have been discussed by the Year Level 
and Year Level Domain Teams 

  

Classroom programs addressed the specific learning needs of the student 
(learning has been differentiated) 

  

An Individual Learning Plan (ILP) has been developed for the student   

Teachers implemented a range of strategies to address the student’s 
learning needs 

  

The student received additional assistance – intervention program, small 
group/individualised  support 

  

Advice has been sought from appropriate members of the Student 
Welfare Team eg Educational Psychologist 

  

The student’s progress was tracked over a period of time using specific 
data 

  

Parents have been consulted    

Student has received careers advice (if appropriate)   

Student has a documented MIPS Plan (if appropriate)   

Home Group Teacher and Student Manager have met with the student 
to discuss their concerns 

  

Discussion has occurred with the key stakeholders to identify all issues   

 
 

 
 
 

If the majority of boxes in the 
Yes column are ‘ticked’, the 
concerns about the student’s 
engagement persist and it is 
the consensus view of the 

stakeholders that a referral 
should be made, a referral to 
the Student Wellbeing Team 

is appropriate 

Follow the agreed process to 
refer the student to the 
Student Wellbeing Team 
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GLENROY COLLEGE 
 

STUDENT REFERRAL PROCESS 
 

EAL 
 

STRATEGY TO ADDRESS EAL LEARNING ISSUES YES NO 

Teachers identified and documented the learning needs of the student   

EAL Manager has been involved in discussing the learning needs of the 
student 

  

The learning needs of the student  have been discussed by the Year Level 
and Year Level Domain Teams 

  

Classroom programs addressed the specific learning needs of the student 
(learning has been differentiated) 

  

An Individual Learning Plan (ILP) has been developed for the student   

Teachers implemented a range of strategies to address the student’s 
learning needs 

  

Student has received specific EAL support   

Parents have been consulted    

Discussion has occurred with the key stakeholders to identify all issues   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

If the majority of boxes in the 
Yes column are ‘ticked’, the 
concerns about the student’s 

EAL learning needs persist 
and it is the consensus view 
of the stakeholders that a 
referral should be made, a 

referral to the Student 
Wellbeing Team is 

appropriate 

Follow the agreed process to 
refer the student to the 
Student Wellbeing Team 
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GLENROY COLLEGE 
 

STUDENT REFERRAL PROCESS 
 

FAMILY ISSUES/MENTAL HEALTH 
 

Concerns could include student accommodation, grief and loss, drug and alcohol issues, sexual health 
and self harming. 

 

STRATEGIES TO ASCERTAIN WHETHER A REFERRAL IS APPROPRIATE YES NO 

Concerns about the student have been discussed with the HG teacher, LL 
and/or member of the welfare team to: 

¶ gain further information 

¶ find out if previous action has been taken to address the issues  

¶ ascertain whether the concerns could be a mental health issue 
 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

If the majority of boxes in the 
Yes column are ‘ticked’, the 
concerns about the student’s 

EAL learning needs persist 
and it is the consensus view 
of the stakeholders that a 
referral should be made, a 

referral to the Student 
Wellbeing Team is 

appropriate 

Follow the agreed process to 
refer the student to the 
Student Wellbeing Team 
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Strategies for responding to studentsΩ welfare needs 
 
As classroom teachers we often have students approach us about concerns or issues they may have. While 
there is no doubt that you have valuable skills in assisting students, it is important that you are comfortable 
with what you can do and be able to identify those issues beyond your expertise and role. 
 
This section will provide you with some suggestions about how you can deal with situations that don’t 
require Student Welfare Team intervention and what you might do when you feel you have done as much 
as you can for the student in your capacity as their teacher. 
 

When a student approaches you to tell you something 
 
Students may identify you as someone they trust and decide to confide in you or ask you for help. The fact 
that they are seeking help is an important life skill and this should be encouraged. 
If a student approaches you to tell you something, give them your full attention and eye contact.  If you are 
on your way somewhere, you might ask them to walk along with you so that you can show them you are 
interested.  If you cannot give them your full attention at that time, tell them so, but make a time for them 
to see you later.  It is important that the student knows that you are interested otherwise they may not ask 
again. 
 
It is very important that you inform the student that before they tell you personal information that you 
cannot always keep what they tell you a secret if it involves a risk to their emotional well-being and 
personal safety. 
 

Listening skills 
 
When speaking with the student it is important to: 
ü Maintain eye contact with the person speaking 
ü Have a relaxed body language 
ü Encourage them as they speak by nodding or verbally acknowledging that you are listening 
ü Paraphrasing what the student has said, eg. “So you think that your mum is still upset about what 

happened last night....”  This indicates that you have heard what they have said and allows you to 
check that you have got the story straight. 

ü Avoid making statements that make assumptions about what they are feeling, such as “You must 
feel awful”. Instead you might ask about their feelings – “How do you feel about that?” 

ü Avoid self-disclosure. Your own life experiences are valuable but are best put aside when listening 
to students, who need to focus on what is happening to them at that moment. 

ü Avoid giving advice.  You might ask, “What do you think you’d like to do about this?” 
 
Sometimes students may find that having told someone about their situation and being listened to is 
enough to make a difference however some will wish to discuss their issues further and have support in 
working them out. 
 
Suggestions for helping them to do this are: 
ü Don’t use sarcasm or blame 
ü Don’t minimise their experience 
ü Remain positive 
ü Keep calm 
ü Maintain your sense of humour 
ü If the student makes statements like “Everybody hates me”, ask them what evidence they have for 

this.  Get them to question their thoughts. 
ü Ask them what has worked in the past when they have been faced with a similar situation 
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Sometimes when a student raises an issue with you, it may reawaken your feelings about your own life 
situations.  If you find that you feel distressed after having a conversation with a student seek support from 
a trusted colleague, Student Manager, member of the administration or member of the Student Welfare 
Team. 
 

If you do not feel comfortable with information that has been disclosed to you 
 
It is always important that you should not agree to keep a secret. If a student has told you something you 
are concerned about please discuss it with someone from the Student Welfare group. 
 
If you have been told something that you are not comfortable knowing you may wish to direct the student 
to someone else by saying something like, “It’s good that you felt you could confide in me, but I think this is 
the kind of issue you should talk to ......... about.” 
 
You might find that students disclose something in their writing that concerns you – perhaps about how 
they are feeling.  Some examples of this may be thoughts of suicide, depression, loneliness, bullying or 
stories of someone being abused.  Some students write in the third person, and the story comes from their 
imagination.  However, on occasion, students may be revealing something about their lives, hoping that an 
adult will respond.  It is important that this is followed up.  You should approach them privately and say 
that you are concerned about what they have expressed in their writing. And perhaps they would like to 
speak to someone about it.  If they decline and you are still concerned, let them know that you need to 
discuss it with Student Welfare.  Once again it is important to emphasise that when in doubt follow up with 
a member of the Student Welfare Team.  This is particularly important when anything gives you an uneasy 
feeling as it may well be a cry for help. 
 

Distressed/crying students 
 
Not all students who are distress or crying need intervention.  They may be feeling sad about something 
that has just happened and this is normal and happens to everyone at some time.  Time to calm down is 
usually all that is required.  Other things to check are: 
 
ü What is the issue? Is there a history? Is the issue ongoing? 
ü Do they feel like talking to someone? Friend? Teacher? You? 

 
It is important to remember that adults don’t seek formal counselling every time something goes wrong.  
Students shouldn’t be encouraged to do this either, as it reinforces helplessness rather than a feeling that 
they can deal with setbacks when they arise.  However, it is important that if an issue is of concern for a 
student over a period of time, is serious in nature and there has been no change in their situation, 
counselling may be an appropriate next step. 
 
LŦ ŀ ǎǘǳŘŜƴǘΩǎ ƛǎǎǳŜǎ ŀǇǇŜŀǊ ǘƻ ōŜ ƻƴƎƻƛƴƎ ƻǊ ȅƻǳ ōŜƭƛŜǾŜ ǘƘŀǘ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ǘƘŜ ŜȄǇŜǊǘƛǎŜ ǘƻ ƘŜƭǇ ǘƘŜƳ Σ 
you may wish to suggest they speak with someone else. 
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Responding to Critical Incidents/Mandatory Reporting 

 
Occasionally a student may disclose to you they have been a victim of sexual or physical abuse or you may 
suspect that this is the case.  These incidents are covered by Mandatory Reporting Legislation. A broad 
range of professional groups including primary and secondary teachers and principals are identified as 
mandatory reporters in the Children, Youth and Families Act 2005 (CYFA).  Mandated staff members must 
make a report to Child Protection as soon as practicable after forming an belief on reasonable grounds that 
a child or young person is in need of protection from significant harm as a result of physical injury or sexual 
abuse, and the child’s parents are unable or unwilling to protect the child. 
 
There may be times when two or more mandated staff members, for example a teacher and a principal, 
have formed a belief about the same child or young person on the same occasion.  In this situation it is 
sufficient for only one of the mandated staff members to make a report. The other staff member is obliged 
to ensure that the report has been made and that all of the grounds for their own belief were included in 
the report made by the other staff member. 
 
Non-mandated staff members who believe on reasonable grounds that a child or young person is in 
Children, Youth and Families Act need of protection may report their concerns to Child Protection. 
 
Reports to Child Protection are confidential and the identity of the person who made the report is not 
disclosed except in specific circumstances. 
 
Failure by mandated professionals and staff members to report a reasonable  belief that a child or young 
person is in need of protection from significant harm as a result of physical or sexual abuse may result in 
the person being prosecuted and a court imposing a fine under the Children, Youth and Families Act (CYFA). 
 
Incidents of physical and sexual assault must also be referred to the Police.  It is important for a staff 
member who has formed a belief on reasonable grounds that a child or young person is in need of 
protection from significant harm as a result of physical injury or sexual abuse to discuss their concerns with 
the principal before referring the matter to the police.  The document included in this guide provides 
valuable information for staff and an outline of the process to be followed when reporting cases of sexual 
assault to the police. 
 
At the beginning of each school year staff will be fully briefed on their professional responsibilities under 
the mandatory Reporting legislation. 
 
An important reference for staff is “Protecting  the safety and wellbeing of children and young people 
mandatory reporting protocol  (A joint protocol of the Department of Human Services, Department of 
Education and Early Childhood Development, Licensed Children’s services and Victorian Schools)  2010. 
www.education.vic.gov.au/healthwellbeing/safety/childprotection/childprotection.htm 
 

  

http://www.education.vic.gov.au/healthwellbeing/safety/childprotection/childprotection.htm


Glenroy College Student Wellbeing Guide 2014 

19 
 

Confidentiality 
 
Confidentiality refers to the privacy of information obtained in a relationship of trust between a counsellor 
and a client.  A code of ethics for psychologists and other counsellors determines the information that can 
be kept confidential and to whom information can be disclosed.  Teachers are not bound by such a code of 
ethics, but there is an understanding that information disclosed by a student will not necessarily be passed 
on to others. 
The circumstances under which all staff working with adolescents cannot maintain confidentiality are: 
ü When the young person’s emotional wellbeing is significantly affected and his/her ability to 

function effectively in thought, emotion and behaviour is greatly diminished 
ü When the young person is at risk of intentional self-harm or suicide 
ü When the young person is being harmed by another person (physical, sexual or emotional abuse or 

neglect) 
ü When the young person reveals an intention to harm another person. 

 

It is important that staff do not promise to keep a conversation private before knowing the 
nature of the information. As well as considering the welfare of the student, there are legal 
implications to consider as teachers are mandated to report physical and sexual abuse under 
Mandatory Reporting legislation.  Although not covered by Mandatory Reporting legislation 
there is a legal requirement to disclose information to police if a student is involved in criminal 
activity.  
 
A student may disclose information to you in a variety of ways – writing, incidental conversations, class 
discussions, deliberate contact, while distressed etc.  Another student may also come to you with concerns 
about a friend.  In classroom discussions it is important that students not be encouraged to speak about 
deeply personal issues, and activities should be structured in a way that allows them to discuss sensitive 
issues but in the “third person” if possible. 
 

As indicated earlier, when in doubt raise your concerns with a member of the Student Welfare 
Team so that appropriate action can be decided. 
 
As far as possible, speak to very few people about private information received from a student. Of course it 
is advisable when appropriate to share information with the Principal and/or member of the Welfare Team.  
Privacy should be respected, while at the same time being aware of the need for action if the situation is 
serious. 
At times, you may receive confidential information from a member of the Student Welfare Team, verbally 
or in written form.  It is important that this information is kept private and that any written information is 
stored securely and destroyed if no longer required. 
 

Please note that any student files belonging to Student Support Staff (eg. Educational 
Psychologist, Speech Therapist, social worker) are kept in a secure filing cabinet and/or 
database are not accessible to any member of staff.  Only Student Support Staff have access to 
these files.  There are strict protocols for the transfer of these files from one school to another. 
  



Glenroy College Student Wellbeing Guide 2014 

20 
 

Protocols for students who have an appointment with a member of the Student 
Welfare Team 

 
The following protocols should be followed when students have an appointment with a member of the 
Student Welfare Team (Educational Psychologist, Chaplain, teacher, ES staff): 
 
ü Only allow a student out of class if she/he has an appointment slip or note.   
ü If the appointment clashes with a test or an outcome, the student should contact the member of 

the Student Welfare Team to arrange another time. 
ü Appointments should be made directly with the member of the Student Welfare Team.  Students 

should not leave class to make appointments. 
ü A staff member who observes a student in distress should try to calm the student, gather some 

initial information and then make an assessment about the next step. If necessary, the student may 
be sent directly to the Student Manager, Student Wellbeing Manager or First Aid person (sick bay) 
who will inform the student’s teacher of the reason for their absence from class. 
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Student Welfare team Re ferral Request Form  

 

This form must be completed when making a referral to Welfare Team  

 

School details ï Glenroy Secondary College  

Teacher contact:   Referral date:   

HG Teacher:   Phone extension:   

Student details  

Surname:   Given name(s):   

Date of birth:   Year level:   

Previously referred to Student Welfare Team?  No  Yes  

Is the referral related to the Program for Students with Disabilities (integration)?  

No  Yes, possible new assessment   

  Yes, reappraisal   

 

Primary reason for student referral  (Please circle  and refer to the SEAW handbook)  

Behaviour  Learning  Difficulties  Engagement  EAL Family issues  

Mental Health  Relationship  Health  Attendance  Pathways  

Social or emotional      

Other  please state :  

Additional information about service requested:  
More space provided on back page if required:  

Specific concerns or expected outcomes:  

Supports/programs currently in place:  

Other agencies/services involved:  

Has referral been discussed with parents?  (Please circle)  
 

Yes No 

School contact signature:                                                             Date:        
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Please provide a dditional information  below  that can assist with  service requested :  

 

 
 

 
 
 
 
 
 

 
 
 
 
 

 
 

 
 
 
 
 
 
 

Student support services use only  

Date referral received:          Date referral allocated:          

Referral allocated to (SSSO):   

Service start date:   

Service provided by: (Please circle)   

SWC Chaplain  
Adolescent Health 

Nurse  
Docôs in school 

Senior Psych/Social 
Worker  

Integration  Careers     

 
Stu dent support service use only:  Services Provided:  
 

Well -being Assessment   Student counseling   Family counseling   

Support   Group work   Class observation   

Health Consultation   Staff advice/support   Presentation/workshop   

Other  please state :  
 

 
 
 

 
 

Date feedback 
provided:  

 Feedback given to:   
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MANDATORY REPORTING NOTIFICATION 

Contact DHS (Department of Human Services)    1300 664 977 
 After Hours    131278 

Date:  
 
Duty Worker’s Name:  ...................................................        Direct Phone Line:  ......................  
  
 
Student’s Name:  ...............................................................    DOB: ........................    Age:……..  

c   Male       c   Female                                   Language Spoken at Home:………………………………  

Current Address:                                                Family details:  

 

 

 

 

Does the student feel safe to go home?   
In whose custody?   

 
Alleged Abuse of the student:  

 

 
Notifier: ………….. ................................................. Relationship to child:  ................................  

 
Indicators of harm:  
 
Does the family know of the notification?  
If yes, who informed them?  
 
DHS follow up?  

School follow up?  
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Student Self Harm and/or  
Suicidal Ideation Incident Plan 

Disclosure by student 
¶ Serious Self Harm 

¶ Suicidal Ideation 

¶ Observable signs of harm 

Inform the School 
Principal/Assistant Principal 

The Principal will take responsibility for 
informing relevant staff and parent(s)/carer(s) 

after degree of risk has been assessed. 

Contact: 
Welfare person ie: SWC, SSN, SSSO, School Chaplain 

Emergency Management (where appropriate) 9589 6266 
Your Regional Office  

 

Short Term Response 
¶ Investigate and document the facts 

¶ Assess for degree of risk 

¶ Allow time for clarification 

¶ No staff to be left to work in isolation 

¶ Consider referral to specialist services and where 
appropriate DHS 1300 337 068 

Long Term Response 
Principal in consultation with wellbeing staff and case 
management team needs to implement short, 
medium and long term responses: 

¶ Debrief staff where appropriate 

¶ Debrief those students who may have witnessed 
any incident 

¶ Offer support to parent(s)/carer(s) 

¶ Discuss what information, if any needs to be 
shared with the whole school community 

¶ Prepare media response if required by contacting 
Media Unit 9637 2871 

¶ Offer employment assistance scheme to affected 
staff 1300 361 008 

Maintain confidentiality at all times 
Share only the information that needs to be shared with those who need to know 

RESTORE WELLBEING 

(Refer to Building Respectful and Safe Schools and Effective are Engaging Schools(Student Engagement Policy Guidelines) 
http://sites.google.com/site/swbnmr/filing -cabinet 

Follow-up Action 
Assess the impact on other 

students 

¶ Were others involved? 

¶ Are other students 
affected? 

Case Management 
A case management team 

may comprise a: 

¶ Student Welfare 
Coordinator 

¶ Member of the admin 
team 

¶ Year level coordinator 

¶ Classroom teacher 

¶ School nurse 

¶ SSSO 

¶ Any other health 
professional 

 
The case management team 
should: 

¶ Gather and verify 
information 

¶ Allocate tasks and roles 

¶ Document information 

¶ Develop a safety plan 
and/or communication 
strategy 

¶ Consider interventions 

¶ Consider sanctions 

¶ Monitor, evaluate and 
reflect 

 
Schools should aim to have 
student(s) returned to school 
and resume normal school 
activities as soon as possible. 
Careful facilitation is required. 

Immediate Response 
¶ Assess the degree of risk 

to the student(s) 

¶ Attend to the safety and 
welfare needs of 
students 

¶ Collect the facts: who, 
what, where and how? 

¶ Monitor student(s) 
continuously and do not 
leave student 
unsupervised 

¶ Isolate the situation 
from other students if 
possible. 

If another 
student makes a 

disclosure 

Inform the School 
Principal 

The principal will take 
responsibility for 

informing relevant staff 
and parent(s)/carer(s) 
after degree of riskhas 

been assessed. 
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Allegations of Student Sexual Assault in 

Schools 
 

Information for school staff 
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What is sexual assault? 
 
Sexual assault is defined as any unwanted sexual behaviour that causes  humiliation, pain, fear or intimidation. Sexual 
assault includes rape, assault with intent to rape and indecent assault. 
 

Staff responsibilities 
 

¶ Respond sensitively to a disclosure of sexual assault from a student 
 

¶ Provide clear information to the student about what will happen next 
 

¶ Inform the principal immediately of what is alleged to have occurred 
 

¶ Provide support to the student who has disclosed sexual assault/sexual abuse 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Staff have a duty of care to all students. 
 
Refer to the Victorian Governments Schools Reference Guide sections 4.6.1.2 and 4.6.1.3 for additional 
information. 

 

  

A student may disclose an allegation of sexual assault to a trusted member of staff. 
 
Listen attentively and empathically to what they are saying ς let them tell you in their own 
words. 
 
Stay calm and non judgemental ς accept what the student says and give them time to say 
it. 
 
Give reassurance that telling somebody was the right thing to do and explain that will 
need to inform the principal and others. 
 
Reassure the student that ongoing will be provided and explain what will happen next. 
 
Explain the role of police and of DHS Child Protection if required. 
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Responding to Allegations of Student Sexual Assault 

 
Compulsory Actions for Principals 

 
The flowchart must be read in conjunction with Responding to Allegations of Student Sexual Assault ς 
Procedures for Victorian Schools. The flowchart must be followed step by step in dealing with allegations of 
sexual assault. This is Department policy and a mandatory requirement of all principals. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Police are the investigating body. 
It is the responsibility of the Principal to develop a partnership with the  

Manager, Student Critical Incident Advisory Unit and the Regional Director 

Provide a safe environment for the alleged victim. Separate the alleged victim and the others involved, and 
provide staff support for each individual. Address duty of care issues for all students involved. 

Inform the student of your obligation to report the incident to the Department of Education, Victoria 
Police, and if appropriate, DHS Child Protection. 

In the case of an emergency call for medical assistance/police. 
Phone 000 

Report the incident to the Emergency and Security Management Unit (ESM). ESM will then contact the 
Student Critical Incident Advisory Unit and Regional Office. 

Phone 9589 6266 

Report the incident to the Victoria Police Sexual Offences and Child Abuse (SOCA) Unit. 
Phone 000 

If appropriate, report the incident to DHS Child Protection. 
(Refer to section 3.2.5 of Responding to Allegations of Sexual Assault for further information) 

Contact the parents/carers of the alleged victim unless circumstances indicate this should not occur.  
(Refer to 3.2.6 of Responding to Allegations of Sexual Assault for further information) 

Document the disclosure and ensure that all staff have documented their actions. 

Other than ensuring the safety of all involved, there should be no detailed communication with alleged 
perpetrators, their parents/carers and any other students involved until after approval from the Victoria 

Police SOCA Unit. 

Allegations of sexual assault must be managed in partnership with the Student Critical Incident Advisory 
Unit and the Regional Office, who will provide ongoing advice and support to schools. 
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Resources Available to Schools 

 
 

Victoria Police Sexual Offenses and Child Abuse (SOCA) Units 
 
The Victoria Police SOCA Units provide a specialist response to child victims of sexual and physical       000 
abuse and adult victims of sexual assault. There are 31 SOCA Units around Victoria, staffed by  
specially trained and experienced police officers. 

 
 

Department of Education – Student Critical Incident Advisory Unit (SCIAU) 
 
TheSCIAU ensures appropriate supports are in place to maximise the health and wellbeing  9637 2934 or 
Of students involved in assaults of a sexual nature.  The SCIAU is available to provide   9637 2487 
Advice and support to Principals and teachers 24-hours a day.              After hours  0438 569 293 
 
 

Department of Education – Emergency and Security Management Units 
 
ESM provides a 24-hour Communications Centre for schools and the Department which provides  9589 6266 
Advice and assistance to schools, both during and after emergencies. 
 
 

Department of Human Services (DHS) Child Protection 

 
DHS Child Protection is authorised under the Children Youth and Family Act 2005 to protect   After hours 
children up to eighteen years of age by accepting notifications/reports of suspected   crisis line 
child abuse and neglect, conducting investigations of specified concerns in consultation    131 278 
with police and taking action, if necessary, through the Children’s Court to protect children. 
 
 

Centres Against Sexual Assault (CASA) 

 
The Centres Against Sexual Assault are government funded organisations which provide   1800 806 292 
services on a 24-hour basis to victims of rape or sexual assault. CASA can 
provide counselling, advocacy support, crisis care and support groups to victims of  
sexual assault. 
 

 
 
 
 
 
 
 
 
 
 


