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Rationale 
In the spirit of Catherine McAuley and the Mercy tradition, Mercy College provides a Catholic 
education for young people and endeavours to make Catholic education accessible to all those who 
desire it.  
 

At Mercy College (the “College”) we hold the care, safety and wellbeing of children and young people 
as a central and fundamental responsibility of our College. Our commitment is drawn from and 
inherent in the teaching and mission of Jesus Christ, with love, justice and the sanctity of each human 
person at the heart of the gospel. 
 

Aim 
 
The purpose of the Mercy College Student Welfare Policy is: 

 to ensure that all students are able to develop academically, socially and physically in an 
environment, which is safe and conducive to learning. 

 to ensure that in their observation of the school regulations, and in their general 
cooperation and respect for others in the college community, students will be free to pursue 
their studies in an encouraging and safe environment. 

 to apply the recommended procedures in a consistent manner, having regard at all times 
for the general good of the College while at the same time recognising the fact that an 
individual situation may require a different procedure to be applied. 

 
Definitions 
 
Procedural fairness refers to the rights of individuals to be treated fairly and equitably within a 
proper and fair procedure 
 
Suspension (Internal) refers to withdrawing a student from class for persistent breaches of College 
policy 
 
Suspension (External) refers to exclusion of a student from the College for serious breaches of 
College policy 
 
Resolution takes the form of a meeting between the Deputy Principal, the student, and the 
parents/guardians upon return from a suspension 
 
Transfer of a student involves finding a suitable enrolment in another school for the student in 
question 
 
Expulsion refers to removing a student from the College for serious breaches of policy from which 
no suitable resolution is possible 
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Guiding Principles 
The philosophy which underpins discipline at the College is that students must recognise the rights 
of others and accept responsibility for their actions. With this in mind, the College is committed to 
ensuring that: 
 
1. We work on the principle that all members have rights, which must be respected.  This in turn, 

means that each community member has certain responsibilities in earning respect for 
themselves, and in showing due respect for others. 

2. A spirit of co-operation and mutual respect in the College is essential to the fulfilment of this 
task. 

3. All students have an equal right to the educational opportunities offered at the school. 

4. Authority at the College rests with the teacher who is qualified and responsible for the 
development of learning, and who is accountable to parents and the College Leadership Team.  
The teacher is expected to maintain good order for the well-being of the individual student, the 
class and the whole College, (and if the imposition of discipline becomes necessary, it is the 
teacher’s responsibility to take the first steps towards imposition) 

 
N.B. Corporal punishment of any description is expressly prohibited at the College. 

 
Procedural Fairness in College 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). 
 
The College is mindful of these principles when applying the following procedures. 

Procedures 
 

In issuing consequences for inappropriate behaviour the following sanctions may be applied: 
1. Note in the Student Planner or email to parent/guardian or phone call to 

parent/guardian 

This enables an immediate contact between home and school.   
Note in the student planner: Parents/Guardians are asked to acknowledge this 
correspondence by signing the note on the same day.  Students will be required to present 
their diary to the relevant teacher the next day.  Homeroom teachers should also discuss 
these issues with students when signing diaries on Fridays. 
Email to parent/guardian: Parents/Guardians are asked to acknowledge this 
correspondence by an email response. This will be recorded on SIMON.  Homeroom 
teachers will then discuss these issues with students. 
Phone call to parent/guardian: This will be recorded on SIMON.  Homeroom teachers will 
then discuss these issues with students 
 

2. Recess/lunch detention 
Students may be denied part of their recess or lunch break (20 minutes maximum) however 
they should always be given time to eat lunch and use the toilet.  Such detentions would 
generally be used for matters of relatively minor nature.  These may include such things as 
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not bringing books to class, talking in class etc.  Any teacher may issue these detentions 
when it is felt necessary. 
 

3. Other teacher-devised strategies 

These strategies may be adopted at the discretion of the teacher according to a situation 

that has arisen. Some examples may include students being required to complete a set 
written task at home, in their own time, being assigned a clean-up duty during recess or 
lunch etc.  
 
Any strategy adopted should include a follow-up conversation in which repairing the 
relationship between the teacher and student is the primary focus.  
 
 

4. Official correspondence between the College and home 

Teachers may use official College notifications to raise any concerns regarding the progress 
of certain students with parents.   Either the Level Learning and Wellbeing Leader and/or 
the relevant Domain Leader, depending on the nature of the concern, must sign these.  
Copies should be given to either the Level Learning and Wellbeing Leader, Domain Leader 
and/or member of the College Leadership Team where applicable.   
 

5. After-school detention 

A formal College detention period of one hour duration will be held on a day from 3.30pm-
4.30pm. Teachers may make a recommendation but it is the Director of Student 
Engagement and Wellbeing decision to place a student on detention. The detention is 
supervised by a member of staff. The Director of Student Engagement and Wellbeing 
informs the College Reception that a letter to the relevant student’s parents/guardians is to 
be generated. This letter should be counter-signed by the Level learning and Wellbeing 
Leader andDirector of Student Engagement and Wellbeing. The letter should clearly and 
adequately explain the reason for the detention. 
 
During the detention period, the student completes a Detention Reflection Form (see 
Appendix 1) in which they reflect upon their behaviour and how they will seek to change 
their behaviour in future. The student is not permitted to complete homework or any other 
task. 
 
Where it is deemed necessary, the student may be permitted to complete the detention on 
another afternoon. This detention will be supervised by the Level Learning and Wellbeing 
Leader or a member of the Leadership Team. 

 
For more serious breaches of College regulations, the following sanctions may apply: 

1. Suspension (internal) 

Such a sanction must be issued in consultation with the Principal/Deputy Principal.  Internal 
suspensions may be issued for the following breaches: 
a) Truancy 

b) Continued lateness to school 

c) Persistent breaches of the College policies (e.g. uniform, electronic devices policy, etc.) 
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2. Suspension (external) 

In determining whether a student’s misbehaviour is serious enough to warrant suspension 
(i.e. exclusion from attending school), the Principal/Deputy Principal will consider the 
factors including the safety and welfare of the student, staff and other students in the class 
or school. 

 
The full range of school student welfare and discipline strategies will have been 
implemented, in most cases, before a suspension is imposed. 
 In some circumstances the Principal/Deputy Principal may determine that a student should 
be suspended immediately.  This will usually be due to a concern for the safety of students 
or staff because of violence, threats of violence, or the presence of weapons or illegal drugs. 

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

 
a) Possession of a suspected illegal drug 

The College 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.  Such behaviour 
could ultimately lead to expulsion procedures being put in place. 
 
b) Violence, or threat of serious physical violence 

Any student intentionally causing injury or threatening serious physical violence against 
another student or teacher is to be suspended immediately.  Such behaviour could 
ultimately lead to expulsion procedures being put in place. 
 
c) Possession of a prohibited weapon 

Any student possessing a prohibited weapon (e.g. 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.  Such behaviour could ultimately lead to expulsion procedures being 
put in place. 
 
The Principal/Deputy Principal may also suspend, consistent with these procedures, any 
student whose behaviour includes: 
 
d) Persistent disobedience 

Students who, in their relationships with staff, are persistently disobedient, insolent or 
engage in verbal harassment and abuse, may be suspended. 
 
e) Persistent disruption 

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

 
In circumstances other than those outlined in 2(a), 2(b), and 2(c), suspension will usually occur after 
the Principal/Deputy Principal has: 

 ensured that all appropriate and available student welfare strategies and discipline options 
have been applied and documented. 
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 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 considers 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/Deputy Principal should inform the student of the grounds on which 
suspension is being considered.   

2. The student must be given the opportunity to respond. 
3. The student’s response must be considered before a decision to suspend is made 
4.  The decision to suspend must be taken by the Principal or authorized 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 clear expectation that the student will continue with studies while suspended 

 the importance of parental/guardian assistance in resolving the matter 

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

                                                                                                                                  
If consideration is being given to transferring the student, or expelling the student from Mercy 
College, the notification of suspension or formal warning must make this intention clear. 
 
 
Resolution 

1. At the earliest opportunity, the Principal or authorized 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 guardians 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. 

 
3. Transfer/expulsion 
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Transfer 
This means that the student is transferred from the school only, on the basis of 
misbehaviour. 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.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 Catholic 
Education Melbourne, recommending the expulsion of a student from the Archdiocesan 
school system (expulsion). 

 
Protocols 

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

 notify the student and the parents or guardians, in writing, that a transfer from the 
school is being considered, giving reasons for the possible action, and allowing seven 
school days for the student, parents or guardians to respond. 

 provide the parents or guardians 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/guardians before proceeding further 

 provide the parents or guardians 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.  Having reached a decision to transfer a student from the school, the Principal must:                

 

 inform the student and the parent/ in writing.  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 
guardians. 

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

 

 refer the issue to Catholic Education Melbourne for resolution, or 

 recommend expulsion from the Catholic school system. 
 

5.  In the majority of cases, a transfer from a particular school should be finalized within a 
reasonable period of time (e.g. within 20 days of suspension). 
 
When recommending expulsion from the 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 Victoria 
Police Service. 

2. notify the student and the parents or guardians that expulsion from the school is being 
considered, giving reasons for the possible action and allowing seven school days for the 
student, parents or guardians to respond. 
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3. provide the parents or guardians 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 guardians before proceeding 
further.           

 
5. give the student and parents or guardians reasonable notice of an opportunity to attend a 

formal interview with the Principal. 
 

6. provide the parents or guardians with information on the implications of this action, their 
rights to an appeal, and the appropriate procedures for submitting an appeal. 

 
 
Review/Appeals Processes –Expulsion 
Process for Review of an Expulsion Decision 
 
The parent(s)/guardian(s) of a student expelled from the College 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. 
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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 Principal.  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 President of the 
Canonicals , 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. 

Sample letter templates to assist school personnel with suspension, negotiated transfer, and 
expulsion are available on the CEVN website. 

Privacy 
Mercy College applies privacy principles when collecting, using, retaining or disposing of personal or 

health information in accordance with the Privacy and Data Protection Act 2014 (Vic) and the Health 

Records Act 2001 (Vic). 

 
Related Documents 
CEM Policy 2.26 Pastoral Care of Students 
Mercy College Privacy Policy 
Behaviour Code and Protocols 
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