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Preface 

Congratulations on your enrolment and we, the staff of Finigan School of Distance Education, look 
forward to working closely with you to ensure that you succeed in achieving all your educational 
goals.  

The purpose of this booklet is to provide you, the student and/or the supervisor, with an easy to use 
resource on how distance education works and how to make the most of your distance education 
experience here at Finigan School of Distance Education. 

The staff at Finigan School of Distance Education understand that this may be a new and perhaps 
daunting venture for you and we extend a warm welcome.  

We urge both student and supervisor to take the time to read through this booklet and refer back to 
it when questions or concerns arise. 

Please use this as your distance education survival guide. It provides all the important information 
you need to understand distance education. 
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Finigan School of Distance Education 

Finigan School of Distance Education (FSDE) enrols students from a variety of backgrounds and 
circumstances that make them unable to attend face to face school.  

The diverse range of students means that work has to be flexible, whilst aligning with NSW 
Educational Standards Authority (NESA), the Australian and NSW curriculum and offering a 
challenging and encompassing workload. Finigan School of Distance Education staff work diligently to 
cater for all types of students and their situations. 

Distance education can be a very rewarding and successful learning experience, when the student is 
willing to put in the work, alongside their supervisor and teachers here at Finigan School of Distance 
Education. 
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Staff 

School Administrative Staff 

Administration staff deal with change of address and contact details of students and supervisors. You 
will receive correspondence from administration periodically throughout the year to make sure that 
your details remain current and you should contact them with any updates or changes. 

▪ School Administrative Manager – processes fees and accounts 

▪ Year Group Administration Staff – allocated to individual year groups. They coordinate the mail for 
this year group as well as answering questions concerning work that is to be or has been mailed. 

Teaching Staff 

Below are the teachers that you may need to contact during your enrolment here at Finigan School 
of Distance Education. 

Contact them on (02) 6210 5200. 

Course Teacher – Student and supervisors contact the course teacher when they have a question  or 
concern with a specific course. 

Course Head Teacher –If the problem continues students and supervisors can contact the Head 
Teacher of that course. 

Head Teacher Administration – You can contact Head Teacher Administration for matters involving 
enrolment queries.  

Head Teacher Secondary Studies – You can contact Head Teacher Secondary Studies for all NESA 
enquiries. 

IT Support – The Finigan Distance Education Support Team are able to answer any questions about 
technology – this includes your personal laptop or computer, eLearning and email. 

Deputy Principal  

Principal  
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Learning and Wellbeing Team 

The wellbeing of all students at Finigan School of Distance Education is viewed as critical to their 
development as children and young people. Students are supported through a broad range of 
programs and initiatives for each stage group from Kindergarten to Year 12 regarding social and 
emotional wellbeing. 

Our Learning and Wellbeing Coaches are the initial point of contact for support. Coaches are the 
interface between students, parents/supervisors and the school regarding learning engagement, 
managing school work load and when necessary, provide case management to support the specific 
needs of a student.  

Please contact the relevant Learning and Wellbeing Coach if you have any questions or concerns. 

Learning and Wellbeing Coaches will also focus on student leadership and voice at Finigan School of 
Distance Education, and we encourage our students to ask their coaches about future student 
leadership programs.  

Finigan School of Distance Education provides a safe learning and teaching environment to 
encourage healthy, happy, successful and productive students. 

 

 

 

 

   



 

Finigan School of Distance Education 

   Introductory Booklet | Years 7-10 | November 2021 

T:\Office\FINIGAN\Information Handbooks\Full Time\2021\ Introductory Booklets Years 7-10 V2 

8 

 

Role of the Student 

What is expected of me? 

As a student, there are certain responsibilities and expectations that you need to meet. They are not 
hard, but they are necessary to maximise your learning experience and make sure that you have a 
rewarding and enjoyable learning experience through Finigan School of Distance Education. 

Your teachers expect you to: 

▪ Take your studies with Finigan School of Distance Education seriously 

▪ Complete your weekly work in the correct order 

▪ Complete weekly work for each course according to your program 

▪ Make sure that your work is posted or uploaded 

▪ Make a serious attempt to answer all the exercise questions to the best of your ability 

▪ Make a regular time to contact your course teachers 

▪ Respond when teachers contact you 

▪ Make teachers aware if you are sick, going on holidays or unable to complete your work on time 

▪ Contact your course teacher when you have questions about the work. 

Live Lessons 

Your learning for each week will be supported with a real-time web lesson for each course. Home 
and Learning Hub students are expected to attend all live lessons for each enrolled course.  

Live lessons will be recorded and posted on the eLearning site for all course students to access. 

What do I do if I need help? 

If you need help with your work contact your course teacher on 

 Telephone:  (02) 6210 5200 or  

 Email: finiganSDE@det.nsw.edu.au 

In the course line add your teachers name and the course. 

Students can also use the messaging system on our eLearning site to contact teachers. 

 

 

Don’t forget to access the ‘Getting Started at Finigan SDE’ page on the eLearning site 

for a handy infographic on student expectations.  

  

mailto:finiganSDE@det.nsw.edu.au
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Role of the Supervisor 

What is expected of me? 

Your role as a supervisor is a serious, yet rewarding job. Supervisors are responsible for overseeing 
that the student you are supervising is working each day on their lessons and returning the work 
back to school. If you are an active supervisor, you will help your student flourish. 

Finigan School of Distance Education expects our supervisors: 

▪ To oversee that the student you are supervising is completing school work each and every day 

▪ If the work is being completed online through our eLearning site, supervisors need to ensure this is 
uploaded electronically every week 

▪ If the work is being completed on paper, sign at the bottom of each weekly work cover sheet to say 
that the work has been completed by the student. By signing, you are certifying that all the work 
has been completed and all instructions have been carried out 

▪ Work either online (through eLearning) or on paper needs to be returned to Finigan School of 
Distance Education consistently. If the student is sending work by post, the supervisor will need to 
organise this. If students are sending work via eLearning you need to check that this has been done 

▪ To be supportive and encouraging to your student to complete the lessons each week 

▪ To take an interest in the work; make time to sit with the student and work through the work with 
them, but do not provide the answers 

▪ To encourage the student to contact their course teacher when questions or concerns arise 

▪ To respond to teachers’ phone calls and all other correspondence. 

Who do I contact if I have questions or concerns? 

You should contact the student’s teachers, if circumstances change, the student becomes ill, the 
work is too hard or too easy, if you change your contact details or need advice on schooling issues. 
Contact them by 

 Telephone: (02) 6210 5200 or  

 Email: finiganSDE@det.nsw.edu.au  

 

 

 

 

You can access the ‘Getting Started at Finigan SDE’ page on the eLearning site for 
more information on the expectations of supervisors.  

  

mailto:finiganSDE@det.nsw.edu.au
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Getting Started at Finigan School of Distance 
Education 

Within Finigan’s eLearning site, a new page has been developed to help both students and 
supervisors navigate the sometimes-challenging learning environment of distance education. 
‘Getting Started at Finigan SDE’ provides students and supervisors with instructional videos and 
informative infographics on how to succeed at Finigan. The site contains information on: 

▪ Student expectations  

▪ Supervisor expectations  

▪ How to access your course work  

▪ Accessing your Student DEMs Portal  

▪ Learning and Wellbeing Handbooks  

▪ Live Lesson Expectations  

▪ Using your Department of Education email  

▪ How to play ‘ClickView’ videos  

▪ Useful contact numbers  

▪ Organisational Aids 

▪ How to set up favourites in your browser 

▪ Knowing your teachers  

▪ Adobe Connect for students  

▪ What equipment do I need? 

▪ Required software  

You can find information on How to Access Your Work on the eLearning Site on page 11 of this 
booklet.  

It is recommended that supervisors and students sit together and explore the ‘Getting Started at 
Finigan SDE’ page on the eLearning site prior to the start of the year so they feel prepared and ready 
to start the school year. 
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eLearning 

What is eLearning 

Finigan School of Distance Education uses a learning management system to create all of its online 
learning materials and courses.  eLearning allows students to access courses via the Internet – 
anywhere, anytime. 

Our eLearning site makes available a safe, accessible and an engaging online space for students.  

Students are able to: 

• complete interactive online lessons 

• download resources 

• complete quizzes 

• participate in forums 

• access podcasts 

• view videos  

• upload completed work, videos and images 

• message/email their teachers. 

 

A very useful feature of eLearning is that of completing and submitting work online and receiving 
feedback from teachers, all within the eLearning site.   
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How to Access eLearning Site 

Option 1: Use the link below 

Site URL: https://www.finigansde-elearning.net/ 

 

Option 2: Search in your browser for Finigan School of Distance Education site  

https://finigan-d.schools.nsw.gov.au/ 

You can also access the site by going to our school website and click on the eLearning link.  

 

Note: Google chrome is the recommended browser for our eLearning site. 

 

 

https://www.finigansde-elearning.net/
https://finigan-d.schools.nsw.gov.au/
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Logging onto the site  

A page like the one below will open. You will need to “log in” Do this by clicking on either of the blue 
log in buttons as shown below. 

The log in page like the one below will open. 

 

 

You will need to enter your username and password. Then click “log in”.  
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You will then be taken to a page that looks similar to the one below. This page will have all the 
courses you are enrolled in at Finigan. To get started, click on the course “Getting Started at Finigan 
SDE”.  

 

It is recommended the supervisors sit with their student prior to the school year starting to go 
through the information in this course. The information provided will help students navigate the 
distance education learning environment.  

 

To enter your subjects, click on the relevant links.  You will then enter the page for that course, in this 
example Year 7 History. Have a look at the key parts of the page below. 
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Use your student planner to know which topic you need to click on for each week. You will then click 
on the Topic and find lessons to complete each week within the big topic headings. Use your student 
planner to keep track of where you are up to. 
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Once you are in the week’s lesson, use the back/next buttons to navigate through the lesson. As you 
go through the lesson, read through the written material, watch the videos, complete the 
activities/quizzes and complete any Send In Exercises included in the lesson (watch the video on 
“Accessing My Work” on the “Getting Started at Finigan SDE” page). 
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How to submit Work 

It is important that for every course, you submit work EVERY WEEK when it is due.  

If there are problems submitting work online, please contact your teacher immediately for further 
advice. 

Access the ‘Getting Started at Finigan SDE’ page on the eLearning site to watch a video on how to 
navigate through your online courses and submit course work.  

 

 

Student Planner 

A planner is a list of the all the work you have to complete for each course. 

What is my Planner for? 

Use your planner to keep track of what work is due and when it is due, when you have Assessment 
Tasks/Exams due and which learning activity you should be working on at any given time. You should 
keep your program for each course close by, so that you are always aware of what is due and when 
in each course. 

Remember that your planner is your survival guide. You should refer to it: 

▪ When you first receive your pack 

▪ If you are unsure of what you are supposed to be doing for that week 

▪ To see when you have an assessment task or exam coming up. 

If you have any problems keeping up with your planner, you should contact your course teacher. 

The next page is a sample planner with tips on how to read it correctly.  Study it closely and see all 
the information you can learn from it. 
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Example of a Student Planner 

Lists the learning activity that 

needs to be completed for 

that week 

      The date that you see here 

indicates when you should start 

working on this weeks’ learning 

activity.  Each date is a Monday, 

giving you a full week to work on 

what you need to submit on the 

Friday. 
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Assessment Schedule 

An assessment schedule gives you a clear outline of when assessment tasks/exams will be due 
throughout the year, what they are on and what outcomes of the syllabus they are assessing. It is an 
important document. Keep it in a safe place so that you always know when the next assessment 
task/exam is coming up. Below is an example assessment schedule 
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How do I know when I have an assessment task due? 

You need to look at your program and assessment schedule ahead of time, to make sure that you 
know when you have an upcoming assessment task. It will be clearly written on the program and will 
be included in the bundle of work that is sent to you. 

How do I complete my assessment task? 

You need to read the cover sheet of your assessment task very clearly, as it has some very important 
information on it. You also need to read the question very carefully and CONTACT THE TEACHER if 
you have any questions. 

 

The Assessment 

Task will be 

addressed to the 

supervisor. They 

need to open it - 

not the student.  

This tells you 

when the 

Assessment Task 

is due. You need 

to make sure that 

it is posted by this 

date. 

It is really important 

that the supervisor 

signs here to say that 

the student, and only 

the student, completed 

the Assessment 
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Course Outcomes 

Course outcomes the part of the syllabus that tells your teachers and you what you’re expected to 
achieve in each course. We use these outcomes to write and plan the work you receive in your packs. 
The important thing you need to know is that every unit of work we send to you will have at least 
one of the outcomes listed in the course outcomes in it. 

Below is an example of what the course outcomes document looks like. 

 

Finigan School of Distance Education 

Year: 8 

COURSE: Mathematics  

 

  COURSE OUTCOMES: 

 

MA4-06NA Solves financial problems involving purchasing goods 

MA4-07NA Operates with ratios and rates, and explores their graphical representation 

MA4-08NA Generalises number properties to operate with algebraic expressions 

MA4-10NA Uses algebraic techniques to solve simple linear and quadratic equations 

MA4-11NA Creates and displays number patterns; graphs and analyses linear relationships; and 
performs transformations on the Cartesian plane 

MA4-13MG Uses formulas to calculate the areas of quadrilaterals and circles, and converts 
between units of area 

MA4-14MG  Uses formulas to calculate the volumes of prisms and cylinders, and converts between 
units of volume 

MA4-17MG Classifies, describes and uses the properties of triangles and quadrilaterals, and 
determines congruent triangles to find unknown side lengths and angles 

MA4-19SP Collects, represents and interprets single sets of data, using appropriate statistical 
displays 

MA4-20SP Analyses single sets of data using measures of location, and range  

MA4-21SP Represents probabilities of simple and compound events 
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Live Lessons 

As well as the work in your eLearning courses, you will have received a timetable for your weekly live 
lessons in your initial pack. You are expected to attend a 40-minute live lesson for each of your 
subjects each week.  

To run the live lessons Finigan SDE uses the platform Adobe Connect. To access Adobe Connect, you 
will need an internet connection.  

 

 

 

If you cannot find or don’t know what the URL for a subject’s live lesson is, contact your course 
teacher.  

Attendance at every live lesson for all fulltime students is very important and will benefit your learning. 
During your live lessons, you will engage with your teacher and classmates in real time. This means asking 
questions, answering questions, and completing work with your teacher who will respond immediately to 
questions and queries. It is also a great opportunity to connect and work with your peers.  

 

To enhance the live lesson experience, we expect you to do the following during each lesson. 

Start of Lesson Turn your camera and microphone on to say hello to the class and your 
teacher. You may turn your camera off after you have said hello. 
 

During the 
Lesson 

Answer at least one question using your microphone during the lesson. 
 

End of Lesson Turn your camera and microphone on at the end of each lesson to say goodbye 
to the class and your teacher.  
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Accessing Live Lessons 

Step 1 

▪ Know what your DoE email address and password is. Example: jane.smith4@education.nsw.gov.au 

▪ If you do not know your DoE email or password, contact IT Support on 02 6210 5200. 

Step 2 

▪ Locate the URL for the live lesson you want to attend from your eLearning course 

▪ A link to each subject’s live lesson classroom can be located on the homepage of the course. 

 

Step 3 

▪ You will be asked to log in  

▪ Log in as a ‘Registered User’ using your DoE email address and password or teacher 
identifiable preferred name as this name will be used to mark the attendance roll  

▪ If you select a name that is silly or inappropriate, your teacher will ask you to log out and 
repeat the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4 

▪ You will now be logged into your live lesson classroom 

▪ If you have any problems logging in to your live lesson, please contact your teacher or IT Support. 

mailto:jane.smith4@education.nsw.gov.au
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Guide to the Finigan Student Portal 

Welcome to the Student Portal! 

The Student Portal is the gateway for students studying via distance education. The Student Portal 
allows for the sharing of various information, including timetable for live lessons, curriculum reports, 
assessment tasks and grades. 

Please follow the steps below to access the Student Portal. 

Student Portal Access 

The Student Portal is accessible in all web browsers so choose the web browser you are most 
comfortable with. 

1. Please go to the Millennium/Distance Education Management System (DEMS) 

Student Portal website using the following web address: 

https://de.millenniumschools.net.au/portal/ 

2. Log in with the Username and Password provided to you via email. 

3. Your school is FSDE. 

4. Click on the Login button to access the Portal. 

 

  

https://de.millenniumschools.net.au/portal/
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Updating your Account Details 
1. Click on the My Account heading and scroll down to the Password field to 

change your temporary password. 

2. Please check that your other details are correct. 

3. Check that you are in the correct year in the top right hand corner. Use the drop 
down menu to select the correct year if it is incorrect. 

4. Click on the grey Modify User button when complete. 

 

 

Accessing your Timetable 

Your personalised timetable is available on the student portal.  The portal contains essential 
information for you, such as who your teachers are, your timetable of live lessons, learning planners, 
feedback from your weekly work and school reports.  You will receive an email with your username 
and password for the portal. 

Enjoy the year ahead. Please contact your Learning and Wellbeing Coach if you have any questions. 
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Accessing Student Curriculum Reports 
1. Click on the Home heading on the top left hand side menu. A list of all of the subjects being 

studied in the chosen calendar year will appear. Alternatively, you can click on the Classes 
heading on the left hand side menu. 

 
2. Click on the Curriculum Report link on the right hand side of the page to access a curriculum 

report for each subject studied. 
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3. The Curriculum Report provides the following details for each subject individually: 

➢ Course name 

➢ Title Page number and Resource (i.e. the sequence and name of the 
unit/work in the student’s course schedule) 

➢ Student Feedback 

➢ Date sent/returned/completed 

 

The Curriculum Report will allow you to track the student progress in the course and provides a 
record of his/her application and work submission frequency in the course. 

 

The Student Feedback comments in the Curriculum Report may only reflect a 
brief summary of the overall feedback provided to the student by his/her 
teacher via Moodle or paper-based work packages. The amount of detail will 
vary according to the course. 
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Accessing Assessment Tasks and Grades in the Markbook 
1. Click on the Markbook heading on the left hand side menu. A list of all of the assessment tasks 

that have been made available in the Markbook for the chosen semester, in each subject being 
studied, in the chosen calendar year, will appear. 

 
2. To change between semester 1 and semester 2 simply click on the link at the top of the page for 

your desired semester. 
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Accessing Student Reports 
1. Click on the Reports heading on the left hand side menu. A list of all of the reports that have 

been made available in the Markbook for the chosen semester, in each subject being studied, in 
the chosen calendar year, will appear. 

 

Logging Out 

Please log out of the Student Portal once you have finished monitoring and checking the students’ 
available data. 

 

IMPORTANT NOTICE: 

The Millennium/DEMS Student Portal is a password protected online resource for students. It is, 
therefore, of extreme importance that the password is NOT shared or disclosed to any third party 
persons or groups. The password is to be used to access the Student Portal by distance education 
students. Distance education schools reserve the right to deactivate/suspend access to the Student 
Portal following any disclosure of passwords and/or access to third party persons or groups. 
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Guide to DoE Student Portal for Email Access 

NSW Department of Education (DoE) 

The essential method for the school to contact students will be via your education account. It will 
also be the primary identification for other areas within distance education. 

Login with your username and password. If you do not have a username and password please 
contact the school on finigansde@det.nsw.edu.au or 02 6210 5200.  

To access email go to  

https://portal.det.nsw.edu.au/ 

User ID: firstname.lastname (your name may have a number eg jane.smith4) 

Password: If you don’t know your password please contact the school 

Your email address will look like this - firstname.lastname@education.nsw.gov.au  

For example jane.smith4@education.nsw.gov.au 

 

This site will provide access to your email account.  

 

 

 

Email 

mailto:finigansde@det.nsw.edu.au
https://portal.det.nsw.edu.au/
mailto:firstname.lastname@education.nsw.gov.au
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Tips for Your Distance Education Success 

How to Set Up Your Learning Space 

To maximise your learning, it is recommended that you set yourself up a ‘learning space’. 

Your ‘learning space’ should be a place where you are able to comfortably and productively complete 
your school work. Below are some hints on how to set up the best ‘learning space’. 

▪ This space should only be for your school work 

▪ Minimise distractions – an area with no TV or game console 

▪ You should pick a space that is quiet, bright and airy. It is extra hard to concentrate in a dark stuffy 
room 

▪ You should have a nice clean area to work in with a desk or table 

▪ Make sure you take regular breaks in between long periods of study 

▪ Keep water handy; drinking water can improve concentration 

▪ Ring or email your teacher if you are struggling with something 

 

Contacting Your Teachers 

You need to contact your teachers regularly. Contacting your teacher and talking through the big 
ideas of that week’s work will help you succeed in your studies. 

Teachers will contact you through marked work, email, eLearning or phone at least every fortnight. 
However you can contact your teacher whenever you like or have a question – they love hearing 
from you! 

Here are the ways you can contact your teachers; 

Telephone:  (02) 6210 5200  

or 

    Email: FiniganSDE@det.nsw.edu.au 

Use your teacher’s name as the subject of the email. 

 

 

 

 

Check out the ‘Getting Started at Finigan SDE’ page on the eLearning site to find 
more helpful organisations tips.  
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