
 
Identification of Students with a Disability & ‘At Risk” Students Policy & Procedure 

Guidelines for Early Identification 

and Intervention Referral Pathways 
Purpose 

 

An education in the fullness of humanity should be the defining feature of Catholic schools… An 

inclusive education finds a place for all and does not select in an elitist way the beneficiaries of its 

efforts.  

(Pope Francis address to the Association of Catholic Schools Parents, 2015) 

It is recognised that schools are integral in promoting the intellectual, physical, social, emotional, 

moral, spiritual development and well-being of students. This responsibility is shared with students 

and their families or carers, community and other external providers. 

This guideline provides a framework for initial identification of students who may present as “at risk” 

and informs pathways for intervention and referral. The guideline supports and aligns with referral 

processes of external providers such as mental health services and professionals.  The guideline is 

underpinned by the Anti-Discrimination Act 1991, Disability Discrimination Act (1992) and the 

Disability Standards for Education (2005). 

Application 

 

The following is a best practice strategy procedure at St James College’s utilised to identify, refer and 

provide support and intervention and referring at risk students. 

The document is accessible to all staff including Administrators, Counsellors, Learning Support 

Teachers, Classroom Teachers, School Officers, Parents/Carers and the wider St James College 

community. It is presented as a flow chart and procedural steps with links to relevant school-based 

policies and internal systems referral forms. 

The procedure provides consistency of practice concerning identification, referral and intervention. 

Guideline or procedure  

 

The procedure for Early Identification and Intervention Referral Pathways align with the EREA 

Touchstones of Inclusive Community, Liberating Education, Justice and Solidarity and Gospel 

Spirituality (EREA, 2017), the principles of Inclusive practices for students in Queensland Catholic 

schools (QCEC), and adheres to requirements under the Anti-Discrimination Act 1991, and  Disability 

Discrimination Act (1992) and the Disability Standards for Education (2005).  

It is presented as a flow chart and is based on a tiered model underpinned by the proactive 

strategies of the Berry Street Education Model, which is trauma informed practice. This begins with 

the teacher and student and is a school-based, tier-based intervention strategy and can escalate to 

referral to External Support Providers. 

These processes promote best practice strategies such as gathering baseline data and tracking and 

monitoring response to interventions. 
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Tier 1: Early Identification 
and Teacher Based 
Intervention

•A - Early Identification

•B - Teacher initiated 
Intervention

•C - Teacher Intervention 
Evaluation

Tier 2: Early Identification 
and School Based 
Intervention

•D - School Based 
Referrals and Minimal 
Intervention

•E - Coordinated School 
Based Intervention 
Planning

•F - Evaluation of School 
Based Intervention

Tier 3: External Support 
Service Based Intervention

•G - Referral to external 
support services for 
student

•H - External support 
services intervention

•I - Evaluation of external 
support services 
intervention
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Tier 1: Early Identification and Teacher Based Intervention 

  

Ti
er

 1
A • A - Early 

Identification
•A1 -Enrolment Identification

•A2 - College Leadership Team 
identification/LE Team

•A3 - Homeroom teacher 
identification

•A4 - Parent/carer/extended 
family identification

•A5 - Non teaching staff or school 
officer identification (including 
College Nurse)

•A6 - Other teacher identification 
(specialist or relief teacher)

•A7 - House Dean identification 

•A8 - Student self identification

•A9 - Peer student identification

•A10 - Student assessment results 
identification (School reports)

•A11 - Student data indicators 
(Absenteeism, lateness, 
behaviour records, Community 
Service)

Ti
er

 1
B • B - Teacher 

initiated 
intervention

• B1 - Teacher inititated 
intervention plan and 
strategies

• B2 - House Dean/Head of 
Faculty intervention 
strategies planning

• B3 - Staff 
implementattion of 
intervention strategies

• B4 - Parent/carer 
intervention strategies

Ti
er

 1
C • C - Teacher 

intervention 
evaluation
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 Key Processes / steps 

A1. Enrolment 
Identification  
 

• Interviewers use the Enrolment form  
• Being aware if this is a potential ‘Supported Enrolment’ and contacting Learning 

Enhancement  

• Formal Transition meeting primary to secondary (including November Orientation 

Day) 

• Follow-up from Transition meeting with respect to particular students 

• Considering reasonable adjustments needed 

• Discuss with Homeroom/Classroom Teacher/Year Level Case 
Manager/Counsellor/House Dean/Directors as appropriate to student’s needs  

A2. College 
Leadership 
(including 
Pastoral care 
coordinator) 
Identification 

• Receiving information from family regarding student issues and/or 

• Receiving information from other staff and/or 

• College Leadership Team informal observation of behaviour 
• Discuss with Homeroom/Classroom Teacher/Year Level Case 

Manager/Counsellor/House Dean/Directors as appropriate to student’s needs  

• Discuss the need for intervention and referral 

A3. Classroom/ 
Homeroom 
Teacher 
Identification 

• Teacher observes and is alerted to potential concerns with the student behaviour or 
performance and/or 

• Teacher identifies concerns through schoolwork samples, student behaviour and/or 

• Teacher receives information from other teachers/reports regarding issues with 
student 

• Discuss with Homeroom/Classroom Teacher/Year Level Case 
Manager/Counsellor/House Dean/Directors as appropriate to student’s needs 

A4 Parent /carer 

/extended 
family 
Identification 

• Parent informs school regarding student issues and/or 

• Parent seeking advice on issues regarding their child 

• Discuss with Homeroom/Classroom Teacher/Year Level Case 
Manager/Counsellor/House Dean/Directors as appropriate to student’s needs 

A5. Non-teaching 
staff or School 
Officer 
Identification 
(including 
C o l l e g e  
Nurses) 

• Non-teaching staff or School Officer observes and is alerted to potential concerns 
with the student behaviour or performance and/or 

• Students reveal their own life experiences through conversation that alert the 
Non-Teaching Staff 

• Recording of student visits to sick bay 

• Analysis of student visits to sick bay 

• Discuss with Homeroom/Classroom Teacher/Year Level Case 
Manager/Counsellor/House Dean/Directors as appropriate to student’s needs 

A6. Other 
Teacher 
Identification 
(Specialist or 
relief teacher) 

• Teacher observes and is alerted to potential concerns with the student behaviour or 
performance and/or 

• Teacher identifies concerns through schoolwork samples and student behaviour 

and/or 

• Teacher receives information from other teachers/reports regarding issues with 
student 

• Discuss with Homeroom/Classroom Teacher/Year Level Case 
Manager/Counsellor/House Dean/Directors as appropriate to student’s needs 



 
Identification of Students with a Disability & ‘At Risk” Students Policy & Procedure 

A7. House Dean 
Identification 

• House Dean receives information from other teachers/reports regarding 
issues with student and/or 

• House Dean observes and is alerted to potential concerns with the student 
behaviour or performance 

• House Dean discusses cases at Wellbeing Team meetings (fortnightly) 

• Discuss with Homeroom/Classroom Teacher/Year Level Case 
Manager/Counsellor/House Dean/Directors as appropriate to student’s needs 

A8. Student Self 
Identification 
wellbeing issues 

• Student self-referral for help to any school personnel 
• Listening to student to assess their needs and responding within the limits of 

listener’s own capacity 

• Discussing/exploring options with students for further referral. Follow appropriate 
Student Protection Processes and Guidelines (EREA 2022) 

• If listener unsure of how to deal with the situation seek appropriate counsel 

A9. Peer 
Student 
Identification 
wellbeing issues 

• A student discusses with a school personnel their concerns regarding a peer 
• Listening to student concerns to assess their needs and responding within the limits 

of listener’s own capacity 

• Discussing/exploring options with students for further action for themselves or the 
peer. Follow appropriate Student Protection Processes and Guidelines (EREA 2022) 

• If listener unsure of how to deal with the situation seek appropriate counsel 

A10. Student 
assessment 
results 
Identification 
(School Reports) 

• Term/Semester reports analysed by Teachers, Director of Learning 
Enhancement, House Deans, Director of Student Wellbeing, Director of 
Engagement and Intervention, AP Learning Innovation Partnerships and 
Pathways, Director of Learning Innovation Partnerships and Pathways, Director 
of Middle School Development and Projects, Curriculum Support Teachers 

• Identify and use appropriate wellbeing assessment tools/inventories 
• Discuss with Homeroom/Classroom Teacher/Year Level Case 

Manager/Counsellor/House Dean/Directors as appropriate to student’s needs 

A11. Student 
data Indicators 
(absenteeism, 
lateness, 
behaviour 
records, 
Community 
Service) 

• Recording student data regarding absenteeism, lateness, behaviour, Community 

Service (after school detention) 
• Regular collation and analysis of student data by Teachers/House Dean/ Year level 

Case Manager/Deputy Principal/Director of Student Wellbeing/Director of 
Engagement and Intervention/Director or Learning Enhancement 

• Discuss with Homeroom/Classroom Teacher/Year Level Case 
Manager/Counsellor/House Dean/Directors as appropriate to student’s needs 
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B1. Teacher 
initiated 
intervention plan 
and strategies 

• Teacher from own observation and/or receives information from referral sources 
and assesses the information to determine an appropriate response 

• Teacher considers Proactive Strategies that have been implemented 

• Teacher reflects upon own behaviours and interactions with student/class 

• Determine the Base line data on student performance and behaviour and make a 
record 

• Intervention planning including engagement with student, parents and Learning 

Enhancement Team 
• Implementation of Intervention strategies with dignity, consistency and over an 

extended period 

• Data collection and documentation of changes compared to base line data to 
determine the effectives of the interventions, including engagement with student, 
parents and Learning Enhancement Team 

• Continue these process steps as required (cyclical) 
• Liaise with Homeroom/Classroom Teacher/Year Level Case 

Manager/Counsellor/House Dean/Directors as appropriate to student’s needs to 
gather data about concerns in other classes 

B2. Staff 
implementation 
of intervention 
strategies 

• Teacher discusses with other staff involved with student the issues, the data and the 
intervention strategies 

• Teacher seeks feedback from the other staff regarding the effectiveness of the 
intervention 

B3. Parent /carer 
Intervention 
strategies 

• Parent/carer and teacher discuss the data and the home and/or school intervention 
strategies engaging the student as appropriate 

• Parent/carer and teacher discuss the effectiveness of the home and/or school 
intervention strategies, engaging the student as appropriate 

C. Teacher 
intervention 
evaluation 

• Written evaluation of Teacher Based Intervention 

• Feedback to all involved (Homeroom/Classroom Teacher/Year Level Case 

Manager/Counsellor/House Dean/Directors/Parent/Carers as appropriate to students)  

• Teacher communication during handovers of subject to subject, year to year regarding 
student needs and support 

• Progression to phase two (school-based intervention) as appropriate 
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Tier 2: Early Identification and School Based Intervention 

 

Ti
er

 2
D • D - School Based 

Referral and 
Minimal 
Intervention

•D1 - Referral to and intervention 
from House Dean

•D2 - Referral to and intervention 
from Year Level Case 
Manager/Learning Support 
Team

•D3 - Referreral to and 
intervention from Counsellors

•D4 - Referreral to and 
intervention of Social Emotional 
Disorder Care Team

Ti
er

 2
E • E - Coordinated 

School Based 
Intervention

Ti
er

 2
F • F - Evaluation of 

School Based 
Intervention 
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 Key Processes / steps 

D. School Based 
Referrals and 
Minimal 
Intervention 

• Teacher determines that the Teacher based interventions have not been effective. 

• Student need suggests direct referral to school based personnel. 

• Formalised communication and documentation to be initiated. 

• Referral forms (internal system) are located on SharePoint 

• Appointment of Case Manager and Care team as appropriate 

• Initiate/Update student Individual Learning Plan as appropriate   
• Communication to College Leadership Team 

D1. Referral to 
and 
intervention 
from House 
Dean 

• Teacher liaises with House Dean regarding concerns and data gathered to 
determine an appropriate response 

• Teachers and House Dean consider phase one interventions (B1) 

• House Dean discusses the concern with other staff involved 

• Appointment of Case Manager and Care team as appropriate 
• House Dean seeks feedback from the other staff regarding the effectiveness of the 

intervention 

• House Dean and teachers create and implement intervention plan across subjects with 
dignity, consistency and over an extended period 

• Compare base line data to determine the effectives of the interventions 

• Continue these process steps as required (cyclical) 

• Ongoing referral (i.e. Learning Enhancement/Counsellor) may be initiated 

• Initiate/Update student Individual Learning Plan as appropriate   

D2. Referral to 
and 
intervention 
from Year 
Level Case 
Manager/ 

Learning 
Enhancement 
Team 

• Teacher discusses with parents the student issues and possible referral 

• Teacher completes the school-based referral form in preparation for meeting with 

Learning Enhancement Team (LET) 
• Discuss with student as appropriate 

• Teacher provides copy of completed referral and discuss with Learning Enhancement 
Team 

• Appointment of Case Manager and Care team as appropriate 

• Teacher/LET/Case Manager discusses the referral with parents 

• Meeting with the LET to analyse the data and develop a plan, agreed intervention 
strategies and timeframe 

• If appropriate convene a joint meeting with parents, teacher, LET 

• Meet with LET to review progress 

• Review effectiveness of intervention, determine next steps 

• Communicate progress to parents at all stages during the process 

• Initiate/Update student Individual Learning Plan as appropriate   

• NB: LET may recommend a referral to an external service provider such as an 
audiologist or optometrist. 

D3. Referral to 
and 
intervention 
from Counsellor 

• Teacher and/or parent initiates counselling referral 

• Appointment of Case Manager and Care team as appropriate 
• Obtain parent consent from parents to provide counselling service to students as 

appropriate 

• Discuss with parents if case appropriate 

• Plan and implement support/therapy 

• Regular weekly meetings (Counselling and Learning Interventions – CLI meetings) to 
assess and monitor students at risk 

• Review effectiveness of support/therapy, determine next steps 
• Communicate with Teachers/Parents/House Dean/Directors/Learning Enhancement 

Team/College Leadership Team at all stages during the process as appropriate 
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• Initiate/Update student Individual Learning Plan as appropriate   

• NB: Counsellors may facilitate a referral to an external service provider such as a 
private psychologist/organisation or government mental health provider. 

D4. Referral to 
and 
intervention of 
Social 
Emotional 
Disorder (SED) 
Care Team  

• Staff member completes school-based referral form (includes a list of current and 
previous referrals) in consultation with student and Parents/Carer 

• Appointment of Case Manager and Care team as appropriate to assess and priortise 

student intervention  

• Consult with student and appropriate staff members 

• Consult and Collaborate with Parents/Carers the mentoring process and get parent 

permission 

• Mentoring is implemented as appropriate 

• Review effectiveness of intervention, determine next steps 

• Communicate progress to staff and parents at all stages during the process 

• Initiate/Update student Individual Learning Plan as appropriate   

E. Coordinated 
School Based 
Intervention 

• College Leadership/House Dean/Teacher/Year Level Case 
Manager/LET/Counsellor seek support for students with poor response to 
previous interventions 

• College Leadership/House Dean/Teacher/Year Level Case Manager/LET/Counsellor 
seek support for complex presentations as indicated by the student needing to access 
multiple support avenues 

• Appointment of Case Manager and Care team as appropriate 
• Development of coordinated school-based intervention plan 

• Implementation of coordinated school-based intervention plan 

• Regular review 

• Initiate/Update student Individual Learning Plan as appropriate   

F. Evaluation of 
Coordinated 
School Based 
Intervention 

• Formal review of student and intervention strategies 

• Plan for the next stage 

• Case Manager communication to key players as student transitions through the school 

• Case Manager ensures effective communication in the transition from Middle to 
High School across year levels 

• Progression to Tier 3 as appropriate 
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Tier 3: External Support Service Based Intervention 

 

Ti
er

 3
G • G - Referral to 

External Support 
Services

Ti
er

 3
H • H - External 

Support Services 
Intervention

•H1 - Occupational Therapy 
intervention

•H2 Speech and Language 
Pathology intervention

•H3 - Advisory visiting Teacher 
(Support for students with 
specific disabilities - ASD, II) 
Intervention

•H4 - Physiotherapy 
interventoion 

•H5 Psychology intervention 

•H6 Other External interventions 

Ti
er

 3
I • F - Evaluation of 

External Support 
Service 
Intervention 
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 Key Processes / steps 

G. Coordinated 
External 
Support 
Services 
intervention 

• Students accessing multiple student services departments are regularly reviewed and 
discussed at CLI and Case Management meetings. 

• All external support services entering the school will follow the appropriate EREA 
school procedures around Blue Card (Child Safety) 

H1. 
Occupational 
Therapy 
Intervention 

• Consult with parents and LET and refer to External Support Services  
• OT will organise a time to visit the school via the LET. There may be a waiting period 

depending on caseload. 

• OT will have access to observations of the child in the classroom and discussion with 
classroom teacher. 

• Individual assessment will be carried out as required. 

• School will work in collaboration with the OT and written feedback will be provided 
to the LET and Year Level Case Manager with an overview of the visit and any 
recommendations. 

• Direct contact with the parent does not routinely occur – this is decided on a case by 
case basis 

• OT may provide specific programmes, attend team meetings, IEP’s, and provide 
training to support staff as required 

• OT will specify plans for ongoing follow up or review may be upon request of the school. 

H2. Speech and 
Language 
Pathology 
Intervention 

• Consult with parents and LET and refer to External Support Services  
• Liaise with LET and facilitate school-based screening of students as appropriate 

• External Support Services - speech pathologist assessment of 
speech/language/early literacy/communication skills 

• Feedback to school and parents including recommendations 

• Provide programs and training for interventions (e.g. school or home programs) 
• Assistance with referrals to other external services as appropriate (i.e. hearing) 

• Contributing to the Case Management of students as required 

• Review progress and update programs as appropriate 

H3. Advisory 
Visiting Teacher 
(AVT - support 
for students 
with specific 
disabilities – 
ASD, II HI, PI, 
VI) 
Intervention 

• Liaise with LET and facilitate school-based review of the student. 
• External Support Services advisory visiting teacher to assess and review the 

student’s behaviour and educational adjustments within learning 
environments. 

• AVT to provide summary of observations and list strategies to assist in 
educational/behavioural intervention at the College. 

• Assistance provided to school through providing resources, training for interventions, 
modelling of practices, assistance devising action/risk/behaviour management plans. 

• Contributing to the Case Management of students as required. 

• Review and progress of programs, interventions, strategies as required. 

H4. 
Physiotherapy 
Intervention 

• Liaise with LET and facilitate school-based review of the student. 

• Physiotherapist to assess and review the student’s behaviour and educational 
adjustments within learning environments. 

• Physiotherapist to provide summary of observations and list strategies to assist in 
educational/behavioural intervention at the College. 

• Assistance provided to school through providing resources, training for interventions, 
modelling of practices, assistance devising action/risk/behaviour management plans. 

• Contributing to the Case Management of students as required. 
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• Review and progress of programs, interventions, strategies as required. 

H5. Psychology 
Intervention 

• Liaise with LET and/or Counsellors and other stakeholders and facilitate school-based 

review of the student. 

• Assessment of students (cognitive, educational, mental health) 
• Feedback to school and parents including recommendations and interventions 

• Assistance with referrals to Paediatricians/Psychiatrist/Neurologist as appropriate 

• Assistance with referrals to other external services where direct treatment is required 

• Contributing to the Case Management and review of students as required 

H6. Other 
External 
Intervention
s (QPS, 
Police 
Cultural 
Liaison 
Officer – 
PCLO, 
Clarence 
Street Drug 
and Alcohol 
Counselling 
etc.) 

• Liaise with Wellbeing Team, Cultural Team, Counsellors and other stakeholders to 

facilitate school-based review of the student 
• External Support Services to assess and review the student’s behaviour and 

educational adjustments within learning environments 

• External Support Services to provide summary of observations and list strategies to 
assist in educational/behavioural intervention at the College. 

• Assistance provided to school through providing resources, training for interventions, 
modelling of practices, assistance devising action/risk/behaviour management plans. 

• Contributing to the Case Management of students as required. 

• Review and progress of programs, interventions, strategies as required. 
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 Reflection 

  

Our vision is for a world class education system that encourages and supports every student to be the 

very best they can be, no matter where they live or what kind of learning challenges they may face.  

   (Mparntwe Education Declaration, Dec 2019) 

Every student is entitled to enriching learning experiences across all areas of the curriculum. 

Students in Australian classrooms have multiple, diverse and changing needs. “Queensland Catholic 

schools have a strong commitment to respecting and valuing student diversity, inclusion and 

wellbeing, catering for students with a range of attributes and experiences. These may include 

ability, culture, race, socio economic status, ethnicity, religion, gender identity and sexual 

orientation” (QCEC 2019). St James College is therefore committed to meeting the spiritual, social, 

emotional and academic needs of students. 

ACARA is committed to the development of high-quality curriculum for all. Early identification and 

intervention for ‘at risk’ students requiring significant educational adjustments (whether that be 

social, emotional, physical, socio economic, cognitive or psychological) is essential for best 

outcomes. 

While understanding the diverse and complex nature of students, St James College acknowledges 

the Disability Discrimination Act (1992), the Disability Standards for Education (2005) and the Anti-

Discrimination Act (1991), and its obligation as an education and training service provider to 

articulate the rights of students with disability to access, participate and achieve in the curriculum on 

the same basis as students without disability. 

Students with a disability and/or special needs and/or ‘at risk’ students can engage with the 

curriculum provided that reasonable adjustments are made, if required, by teachers to instructional 

processes, the learning environment and to the means through which students demonstrate their 

learning. Reasonable adjustments to the complexity or sophistication of the curriculum may also be 

required for some students. 

This policy provides a guideline and processes for initial identification of students who may present 

as ‘at risk’ and informs pathways for intervention. 

Related Policies and Guidelines  

• EREA Charter for Catholic Schools in the Edmund Rice Tradition (2017) 

https://www.erea.edu.au/wp-content/uploads/2019/12/EREA-Charter.pdf  

• Mparntwe Education Declaration- Alice Springs Education Declaration, Dec 2019 

https://uploadstorage.blob.core.windows.net/public-assets/education-au/melbdec/ED19-

0230%20-%20SCH%20-

%20Alice%20Springs%20(Mparntwe)%20Education%20Declaration_ACC.pdf  

• Queensland Catholic Education Commission (QCEC) Inclusive Practices for students in 

Queensland Catholic Schools position statement (2019) - https://qcec.catholic.edu.au/wp-

content/uploads/2019/09/20190819-Amended-IP-Position-Statement.pdf  

• Berry Street Model - https://www.berrystreet.org.au/  

• School Policies and procedures 

• Disability Discrimination Act (1992) (DDA) 

https://www.legislation.gov.au/Details/C2018C00125  

https://www.erea.edu.au/wp-content/uploads/2019/12/EREA-Charter.pdf
https://uploadstorage.blob.core.windows.net/public-assets/education-au/melbdec/ED19-0230%20-%20SCH%20-%20Alice%20Springs%20(Mparntwe)%20Education%20Declaration_ACC.pdf
https://uploadstorage.blob.core.windows.net/public-assets/education-au/melbdec/ED19-0230%20-%20SCH%20-%20Alice%20Springs%20(Mparntwe)%20Education%20Declaration_ACC.pdf
https://uploadstorage.blob.core.windows.net/public-assets/education-au/melbdec/ED19-0230%20-%20SCH%20-%20Alice%20Springs%20(Mparntwe)%20Education%20Declaration_ACC.pdf
https://qcec.catholic.edu.au/wp-content/uploads/2019/09/20190819-Amended-IP-Position-Statement.pdf
https://qcec.catholic.edu.au/wp-content/uploads/2019/09/20190819-Amended-IP-Position-Statement.pdf
https://www.berrystreet.org.au/
https://www.legislation.gov.au/Details/C2018C00125
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• The Disability Standards for Education (2005) https://www.education.gov.au/disability-

standards-education-2005  

• Anti-discrimination Act (1991) 

https://www.legislation.qld.gov.au/view/html/inforce/current/act-1991-085  

• Queensland Curriculum and Assessment Authority (QCAA) – AARA process 

https://www.qcaa.qld.edu.au/senior/assessment/aara  

• Queensland Curriculum and Assessment Authority (QCAA) – QCIA process 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/3-

qcia/3.2-qcia-process  

 

https://www.education.gov.au/disability-standards-education-2005
https://www.education.gov.au/disability-standards-education-2005
https://www.legislation.qld.gov.au/view/html/inforce/current/act-1991-085
https://www.qcaa.qld.edu.au/senior/assessment/aara
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/3-qcia/3.2-qcia-process
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/3-qcia/3.2-qcia-process

