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General Information 

A learning hub provides small group, face-to-face support for students within their local community. 
Learning Hubs provide an alternative to mainstream schooling for students who meet the criteria for 
placement in distance education but lack home support to successfully manage independent 
learning. The aim of the Learning Hubs is to engage students in their learning and provide a pathway 
either back to school, to work or another educational setting. The locations of the Learning Hubs are 
negotiated based on the needs of the local communities and are subject to an annual review. 

Purpose 
Distance Education, through flexible attendance, individual learning plans and the opportunity to 
connect with social services, can support the young person to reconnect with education and work 
toward the successful attainment of a RoSA or Higher School Certificate (HSC). Maintaining a strong 
link to the local school allows for a transition back to the local school or to further education or 
employment. 

Participation in a Learning Hub allows Distance Education students to: 
 Meet statutory obligations to attend full time education 
 Engage in a program that will meet NESA requirements for the award of a RoSA or HSC 
 Access a quality educational program adjusted to meet individual needs and capabilities 
 Access support for transition to employment or further education, or re-integration to 

mainstream schooling 
 Access support for outside factors impacting on health and well-being 
 Access support from the Hub Teacher, the SLSO and the Teachers at FINIGAN SDE 

Students 
The target student has a history of disengagement and all possible interventions have been tried and 
have been unsuccessful. The student is eligible for Distance Education under one of the following 
categories: 

2.8 Students with additional learning and support needs, including those with a disability 

2.9 Transition for students with significant support needs 

2.6 Pregnant students / young parents for whom no appropriate local provision is available 

The student meets the eligibility criteria for Distance Education if: 
 Consideration has been based on effective communication with the parent / carer 
 The student’s educational needs cannot be met by the local school 
 Distance Education is considered the most appropriate enrolment. 
 The student requires support to complete their Distance Education coursework. 
 The student requires supervision. 
 The student requires social contact with peers. 

No more than 10 students enrolled at a Hub at one time unless permission has been sought from 
Finigan SDE Principal. 
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Partnership 
Learning Hubs are a partnership designed to enable students to reconnect with their community and 
school. Learning Hubs are a partnership between Finigan SDE, the local school(s), community 
organisations and the Department’s School Services.  

Students attending the Learning Hubs are shared enrolments between the Home School and Finigan 
SDE. Finigan SDE is responsible for curriculum and providing support for the students with their 
curriculum. The Home School and Finigan SDE share responsibility for matters involving the students’ 
wellbeing, attendance and behaviour as well as the placement of students at the Learning Hub and 
transitioning students to their next destination.  

Finigan SDE Contacts 
Deputy Principal (Learning Hubs) - Kylea Rowing  kylea.rowing@det.nsw.edu.au  

HT Administration (Enrolments) - Trish Andrews  pietruccia.andrews@det.nsw.edu.au  

HT Student Wellbeing –  Mary-Jo McDonnell   mary.mcdonnell@det.nsw.edu.au  

Learning Hub Locations 
 

 Centre Physical Location Supervisor/contact number 

Batemans Bay Campbell Page 

1 Museum Place, Batemans Bay 

Kerry Jones 

0437396224 

Bega Katungal 

166 Gipps St , Bega 

Helen Townsend 

0429855987 

Cootamundra Salvation Army Hall 

2 Cooper St, Cootamundra 

Wendy Sprang 

0467453254 

Eden Campbell Page 

169 Imlay St, Eden 

Philip Kalkman 

0467453072 

Temora Tennis Club, Temora Paul New 

0467 441 164  

Ulladulla Dunn and Lewis Centre 

141 St Vincent St, Ulladulla 

David Maguire 

0467 453 292 

Wagga Wagga 32 Bruce St, Tolland Barbara Merit 

0437 391 412 

Albury  Anton Trees 

Kanahooka Kanahooka HS Megan Langlands 

42614011 

 

 

mailto:kylea.rowing@det.nsw.edu.au
mailto:pietruccia.andrews@det.nsw.edu.au
mailto:mary.mcdonnell@det.nsw.edu.au
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Home School Coordinators 
 

Learning Hub Schools School contact Contact 

Batemans Bay Batemans Bay HS Caroline Preston 

Cathy Simpson 

Michelle Grasso 

4478 3621 

4478 3600 

Bega 

 

Bega HS Jenny Mace 6492 9000 

Cootamundra 

 

Cootamundra HS Sue Cunningham 6942 2711 

Eden Eden Marine HS Leif Bergersen 

Rhonda Douglas 

649 6000 

Kanahooka 

 

   

Temora  Temora HS Lisa Mueller 

Jo Croft 

6977 1988 

Ulladulla Ulladulla HS Gerard O’Keefe 

George Betsis 

Chris Pearson 

4455 1799 

Wagga Wagga Kooringal HS 

Wagga Wagga HS 

Mt Austin HS 

Ros Mattingly 

Nathan Gunter 

Emma Heerey 

6922 5155 

6925 3611 

6925 2801 

Albury    

Kanhooka Kanahooka HS Glen Randall 42614011 

Hours of Operation 
 Learning Hubs operate Tuesday, Wednesday and Thursday 
 Students are expected to be at the Hub from 9.00am -2.00pm 
 Learning Hub Teachers will be on site from 8.30am-2-30pm  
 SLSO’s will be at the Hub from 9.00am-2.00pm 

Learning Hub Venue 
The venue for each Learning Hub is organised by the Home School at the expense of the Home 
School.  
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Learning Hub Staff 
 

The Learning Hubs are staffed by one teacher from Finigan SDE and one SLSO provided by the Home 
School.  Learning Hubs must have both staff members present in order to be able to operate. 

 

The primary role of the Hub Teacher and SLSO is to support the learning of the students, working co-
operatively with the teachers and staff at Finigan SDE in doing so.  

 

Roles & Responsibilities 

Curriculum 
• Provide learning assistance as required to Finigan SDE students across the curriculum. 
• Provide effective communication to Finigan SDE teachers regarding student attendance and 

achievement of learning outcomes via recording attendance and engagement information on 
DEMS. 

• Provide assistance in facilitating faculty Workshops / Study Days / Enrichment Days. 
• Provide assistance in facilitating welfare and support staff with dedicated welfare days and 

initiatives. 
 Follow all Finigan SDE curriculum, monitoring and assessment and reporting policies and 

procedures.  
• Ensure students attend real-time lessons. 
• Enter weekly progress reports on each student on DEMS and communicate this with the 

Home School. 

Sample DEMS Feedback 
This week, (student name) has attended for (number) (full or part) days. In (subject), (student 
name) completed (description of work e.g. WW2 Unit 6) and took part in the live lesson on 
(day). (Other relevant/interesting feedback) (student name) required lots of/little support to 
complete the tasks OR  (student name’s) attendance is a problem and (he/she) is disengaged 
with all of (his/her) subjects. OR (student name) is working well and completed (his/her) unit 
of work easily.  

 Assist students to maintain contact with their teachers. 
 Assist students to complete coursework. 

Welfare 
• Adhere to all Finigan SDE and Department policies and procedures relating to student 

wellbeing, disability, discipline and child protection  

• Provide effective communication and referrals to the Hub Coordinator, Finigan SDE 
Wellbeing Team and school counsellors regarding student welfare and discipline issues.  

• Awareness of mandatory reporting requirements through child protection policies whilst 
providing sensitive management of student welfare issues. 
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• Ensure student Individual Health Care Plans and ASCIA Action Plans are up to date. 
• Evaluate student Risk Assessments and Behaviour Management Plans and Transition Plans 
• Ensure First Aid Plans are current. 

Administration, Organisation and WHS 
• Establish the Learning Hubs in compliance with Finigan SDE and Department of Education 

policies and WHS requirements. 
 Monitor and manage the day-to-day running of the Learning Hubs, including: 

− Maintain accurate records of attendance 
− Manage and communicate student welfare and discipline matters with Finigan SDE 
− Report building maintenance issues 

• The security of physical and technology resources. Ensure building security (ensure all doors 
and windows are locked when leaving).  

• Maintain communication with community partners, Home School and Finigan SDE 

• Adhere to all Finigan SDE and Department of Education Work, Health and Safety 
requirements, ensuring all WHS protocols and procedures are implemented, including 
Evacuation and Lockdown/Lockout drills and associated administration. 

Teacher Absences 
In the event the supervisor cannot attend, they must notify Finigan SDE by 7.30 am: 

Text – 0447 506 894 

In the message indicate: 
• Full name 
• Date of absence & Duration of absence 
• Reason for absence (sick, FACS)  

 
Also notify your home school so that they can arrange a replacement teacher. 
Process for casual pay 
Notify the HT Admin (F/T Enrolments) Trish Andrews Pietruccia.andrews@nsw.det.gov.au 
about who will replace you and for how long. Enter your leave in SAP. 
 
You must also email/phone DP FINIGAN SDE. 

Closing the Learning Hub (all day or early) 
The Learning Hub can only be closed when the teacher of the Learning Hub has consulted with the 
Deputy Principal at Finigan SDE. The Hub will be closed when the Home School cannot organise a 
replacement teacher. In some cases, the Learning Hub will be closed if the teacher is attending 
professional learning at Finigan SDE. When the Learning Hub is closed, the Learning Hub teacher will 
need to communicate to both the carer’s of the students who attend and to the Home School. 

IT Support 
Kate Goodyer – 62105237 

Sally Twardochleb 62105829 

mailto:Pietruccia.andrews@nsw.det.gov.au
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They are able to reset Moodle and email passwords and troubleshoot most other problems. 

DEMS – Millennium 
https://de.millenniumschools.net.au/admin/ 

 
DEMS is the font of all knowledge for FINIGAN SDE. It contains student records and 
information, staff details and it is where attendance is recorded. 

ATTENDANCE MUST BE MARKED DAILY ON DEMS 

Appendix 1:   – How to mark attendance in DEMS and enter student information 

Transferable information to Home School 
Information about the progress of each student at the LH should be provided to the Home School 
supervisor on a regular basis (fortnightly). An LST referral may need to be made if the student is not 
meeting the expectations of the LH. The LH teacher should do this by completing an LST referral form 
and forwarding this to the DP FINIGAN SDE. 

Appendix 2: FINIGAN SDE LST referral process and form 

Student Learning Support Officer (SSLO) 
An SLSO is employed at every Learning Hub by the Home School. In the event the Learning Hub is 
closed for the day, the SLSO must report for duty at the Home High School. 

If an SLSO for the Learning Hub requires leave, or is attending Professional Learning, it is the 
responsibility of the Home School to find a replacement. If they cannot, they will notify the DP at 
Finigan SDE who may decide to close the Learning Hub for that time. The teacher must have an SLSO 
with them at the Learning Hub when students are present. 

Excursions 
Excursion forms, including risk assessments, should be submitted for approval. Parent Consent forms 
should be signed and collected before the excursion is undertaken. 

APPENDIX 3: - Excursion proformas 

APPENDIX 4: - Permission to Drive 

APPENDIX 5 - Risk Management 

https://de.millenniumschools.net.au/admin/
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Lunch 
Students are encouraged to bring their lunch. 

Written permission must be obtained from parents/carers to enable students in Years 10,11 and 12 
to walk into town unaccompanied to purchase lunch. Year 9 students are not permitted to leave the 
Hub for lunch. 

A specific lunch time will be allocated by the Learning Hub supervisor. No longer than half an hour 
should be taken.  

Computers 
Each student will be given a computer to use while studying with Finigan SDE. The student and 
caregiver will need to sign for the computer and adhere to the usage agreement. 

APPENDIX 6: - Computer Policy 

Mobile phone 
Mobile phones provided by FINIGAN SDE can be accessed by students to contact their class teachers 
or their parents/carers. This will be at the Learning Hub supervisor’s discretion.   

PDP’s and Learning Hub Teachers 
All teachers are required to participate in the Performance and Development cycle each year. It is 
expected that this process will facilitate improved teacher performance. Learning Hub teachers are 
to submit their PDP to the Deputy Principal Finigan SDE at the beginning of each school year. Support 
in writing PDP goals, and in completing the PDP cycle, can be sought from the DP Finigan SDE. A 
timeline of steps in the PDP process will be provided at the beginning of each school year. 

PL for Learning Hub teachers 
Learning Hub teachers will be invited to Professional Learning opportunities throughout the year at 
FINIGAN SDE. They also can apply through the Deputy Principal FINIGAN SDE, via email, to attend 
other Professional Learning. The Professional Learning should be tied to their PDP and the FINIGAN 
SDE School Plan. Once their Professional Learning has been approved, via email, by the DP Learning 
Hubs, they can enter the information on DEMS and complete a travel request on SAP. 

 

Process of applying for TPL on DEMS 
TPL on DEMS 

 

1. Calendar on side menu and go to TPL 
2. Add new TPL 
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3. TPL activity-Learning Hub PL 
4. Location FINIGAN SDE 
5. Accommodation required and identified PDP-tick both 
6. Enter mobile number 
7. Classification-teacher identified 
8. Copy your trip number from SAP 
9. HT are me and manager is C Devitt and DP is K Rowing. 

Process for making a travel request on SAP 
1. Go to SAP app on portal page 

 
2. Employee self-service 

 
3. Travel Expenses 

  
4. Create new-create travel request 

  
5. Put in a start date and then an end date 
6. Trip region 
7. Destination 
8. Trip type 
9. Reason- Professional Learning 
10. Costs- click and table will appear and estimate costs for accommodation, travel, meals 
11. Cost assignment- 100% Cost centre- 64661101  4661 ED Delivery and WBS- RSP/466105-17 

(check codes are correct with K Rowing or C Devitt) 
12. Hit review and then send and approve 
13. Copy trip number for DEMS 

APPENDIX 7: - PDP proforma 

APPENDIX 8:- PDP timeline  
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Entering summary for the week in general communication 
Learning Hub supervisors will enter information regarding every student’s progress, or any other 
relevant information, in DEMS each week. This will be done in the general information category in 
communication for each student.  

It is the responsibility of the Hub teachers to keep accurate records of all learning experiences and 
outcomes achieved by students during their time spent at the Learning Hubs.  

 

Hub teachers are required to: 

 make detailed DEMS entries on each student, outlining the outcomes achieved 
 provide phone or email correspondence with Finigan SDE subject teachers regarding issues 

or concerns regarding students’ engagement with their coursework.  
 record any student wellbeing issues or concerns on individual students’ DEMS 
 create DEMS  contact messages for the relevant Finigan SDE teachers for each student 

Termination letters-process- Post-Compulsory School Age 
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Student Responsibilities 

Accessing teachers 
Learning Hub students are enrolled at Finigan School of Distance Education.  

Students are allocated a teacher for each of their courses.  

Teachers will communicate with their students via email, phone, Skype, web conferencing sessions, 
timetabled lessons or field visits. 

Teachers can provide direct phone numbers to ensure they are easy to contact.  

Students can also call the reception and they will be put through to their teacher – (02) 6210 5200. 

Students should access their Department of Education email on a daily basis. 

If any student is having personal/wellness issues that are affecting their ability to complete and 
submit work, their teachers should be notified.  

Curriculum 

Students falling behind/prolonged absences 
Teachers appreciate being kept up to date with student progress and attendance.  

If the teachers are kept aware of the circumstances, they can modify the curriculum to accommodate 
student needs. 

In the event of a missed assessment task deadline or an extension request (particularly important in 
Years 10, 11 and 12), an “Illness and Misadventure Form” may need to be submitted. 

These forms should be submitted to the course teacher and faculty Head Teacher. 

Appendix 9: Misadventure form 

eLearning  
Finigan SDE uses a number of online learning platforms to deliver its courses.  

All online learning can be accessed through https://www.finigansde-elearning.net/   

Supervisors can ask to be connected to the subjects the students are enrolled in. This can provide an 
avenue to print off hard copies, however the content can be quite lengthy and uses lots of ink. This 
should be kept to a minimum but is sometimes  necessary. All hard copies, when completed, should 
be scanned or photographed and uploaded to the student’s drop box.                

Students who submit work through eLearning must notify the supervisor so they can check off the 
work on the Master Register. If the Supervisor is connected to the eLearning course, they will receive 
an email identifying that the work is submitted.  

Live lessons 
All students at the Learning Hub are expected to attend timetabled online lessons with their Finigan 
SDE teachers. A roll will be taken. Their attendance at these, and their levels of engagement with 
their work, will be used to measure attendance.  

https://www.finigansde-elearning.net/
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Higher School Certificate (HSC) 
Students studying the HSC in a Learning Hub can apply for ‘Disability Provisions’ for the final exams. 
This application will be made via the Learning & Support Team. 

Students will be required to complete a form, have it signed by a medical professional, and provide 
any other information as requested by NESA. For more information, contact the HT Wellbeing, Mary-
Jo McDonnell. 

Student Attendance Expectations 
 Students are required to attend the Learning Hub from 9.00am – 2.00pm 
 If a student is unable to attend, he/she is expected to contact the Learning Hub teacher.  
 If a student is required to leave the premises throughout the day, the DOE Leave Pass 

procedure is followed: i.e. permission from home is required in writing and a student 
receives a leave pass for that period of time.  

 If a student’s attendance, work performance or behaviour is unsatisfactory, their position at 
the Hub will be reviewed.  

 Student attendance is recorded daily by the Learning Hub teacher.  

Mobile Phone usage 
Students are able to bring a mobile phone to the Learning Hub. They must put it on silent and can 
only access it during breaks. If a teacher requests that a student hand in a phone for misuse, they will 
secure the phone and return it at the end of the day. If a student consistently misuses their mobile 
phone, the teacher can request they hand it in at the beginning of the day and it will be returned at 
the end of the day or teachers can insist the student does not bring the device. The teacher will 
inform the supervisor and the DP Finigan SDE. 

Student Behaviour at a Learning Hub 
Students attending a Learning Hub should not be attending if they have significant behaviour issues. 
The risk management plan submitted at the time of application will help guide supervisors at the 
Hubs when managing student behaviour. Also, schools should always take into account the mix of 
students attending the Hub when applications are being made for others to be part of this program.   

If a student is persistently misbehaving, this should be referred to the Home School’s LST and they 
should create a behaviour management plan in consultation with the student, parents, LH supervisor 
and the LaST at Finigan SDE.  

The Learning Hub is an extension of the Home School and students who misbehave should be dealt 
with using DoE policy- Code of Student Behaviour. If the behaviours are serious, then the Home 
School are to assist and use the DoE policy to guide their response. If it is deemed the behaviours are 
so severe that they merit a suspension, then the Home School will work with the student, parent, LH 
supervisor and the DP FINIGAN SDE to create and implement a plan for the successful return of the 
student to the Learning Hub or other alternate educational opportunities. 

https://education.nsw.gov.au/student-wellbeing/attendance-behaviour-and-engagement/student-
behaviour/behaviour-code 

 

https://education.nsw.gov.au/student-wellbeing/attendance-behaviour-and-engagement/student-behaviour/behaviour-code
https://education.nsw.gov.au/student-wellbeing/attendance-behaviour-and-engagement/student-behaviour/behaviour-code
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Entering and attending a Learning Hub 

Who can be invited to attend a Learning Hub 
Eligible students: Students who are eligible to be considered for the Learning Hub will be those who: 
 Have been disengaged from mainstream schooling 
 Cannot engage with education in a mainstream setting 
 Are independent learners 
 Are not behavioural issues at school 
 Are at least in Year 9 
 May have mental health issues  
 Are transitioning to full-time employment or another form of education 

Checklist of documents required for enrolment: 
Documents required to enrol at a Learning Hub are: 
 Access Request 
 Appendix A signed by the Principal of the Home School 
 Approval letter for DE 
 NSW Schools Enrolment Form (can be ghosted)- signed and completed 
 Finigan SDE enrolment form-signed and completed 
 Birth Certificate/copy 
 Copy of document (bill, licence) with current home address 
 Transition Plan 
 Risk assessment applicable for attending a Learning Hub 
 Mental Health care plan 
 Supervisor interview with HT Administration FINIGAN SDE (F/T enrolments) 
 Application to attend a Learning Hub 
 Information regarding a student’s progress, particularly in Year 10 and 11 
 Any other requested information 

 

Process and Application form for Learning Hubs 
 Student is identified by the school and referred to LST 
 Home School then contacts parent/carer and collects information/ evidence eg. 2.8 – 

Diagnosis by mental health care professional/ 2.9 School creates meaningful transition plan 
 Home School discusses prospect of new attendee with LH supervisor, SLSO and DP Finigan 

SDE 
 School completes access request and attaches all documentation 
 Parent/student apply to attend LH 
 Meeting with parents who sign access request 
 Access request goes before panel 
 Offer of acceptance letter to parents and returned to School Services 
 FINIGAN SDE will contact school and organise start date 
 Home School ( Home School supervisor and LH supervisor) will meet with parent/carers and 

student and sign agreement to attend LH 
 FINIGAN SDE will contact parent/carer and send start pack 
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The Eligibility Criteria  
 Students enrolled in Finigan SDE may be supported by placement at a Learning Hub. An 

invitation process will include consultation with the student, parents/guardians, the Home 
School and FINIGAN SDE staff. Student Services personnel may also be included.  

 Students/parents will need to complete an application form which will be submitted with the 
access request. 

Appendix 10: FINIGAN SDE application for Learning Hub 

Appendix 11:- Transition plan templates 

Acceptance in a Learning Hub 
On acceptance into the Learning Hub, the student and parent will sign an agreement that details the 
expectations of participation. This should be done in conjunction with the Supervisor. 

Appendix 12: FINIGAN SDE - Student agreement 

All students are required to attend the Learning Hubs for the full day unless permission has been 
given to arrive late /leave early, or there is an existing transition plan. 

Single subjects at the Home School while attending the 
Learning Hub 
Students may access subjects at their Home School and this should be part of a transition plan. This 
must be arranged with the Home School and they will inform the DP FINIGAN SDE.  

Students from other schools 
Students who attend other schools and want to access a Learning Hub must make contact with DP 
Finigan SDE (02) 6210 5203. The DP Finigan SDE will consult with the Home School before placing the 
student in the Learning Hub. 

Trialling students 
Students are not to be trialled at a Learning Hub. Students must have been through the Access 
Request process and been accepted to attend by Finigan SDE. If parents are considering applying for 
their child to attend a LH, they can make an appointment with the Home School to discuss viability 
and then they will be invited to visit the LH. 

Transfer of students between Learning Hubs 
Students may be able to transfer from one Learning Hub to another.  

This will involve discussions between the previous Home School, the new Home School and Finigan 
SDE to determine whether or not this is the best placement for this student and that it will not 
interfere with the learning of the students already attending. The capacity of the Learning Hub the 
student is seeking to attend will need to be considered. The student will have to enrol in the new 
Home School and an application may need to be made to School Services. 
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Attendance 
Students are expected to attend the Learning Hub on the days it is open and for the hours it 
functions unless other formal agreements have been made. It is up to the host school to complete 
the Partial Attendance paperwork if a student is to attend a Learning Hub for only part of the day. 
Permission from a carer/parent must be given for any student to leave before the school day at the 
Learning Hub has concluded. It is also an expectation that all students attend timetabled real time 
lessons.   

The expectation is that students will continue with their work on the days that the centre is not 
open. 

Attendance records to Home School 
Due to student’s being a shared enrolment, attendance records must be provided to the Home 
School. This may be done in a report to the supervisor at the Home School or through their 
administration system. 

Students leaving the Learning Hub 
Students can only leave the Learning Hub if they have permission from their parents/carers or the 
student is on an official transition plan. The Learning Hub supervisor can sort parent/carer 
permission and this should be noted on DEMS. Students are not to leave the LH early or arrive late on 
a regular basis. 

Non-attendance 
If the student is absent, contact the parent and inform them. You need to ask why they are not 
attending. 

The parent should provide an absent note which will be forwarded to the host school. 

If absences are continuing, notify the individual teachers of the student. 

If absences are becoming a concern, contact the Home School and Finigan SDE with your concerns  

What do I do when a student does not attend?  
 Each student / supervisor needs to be contacted  
 Contact student’s teachers regarding any difficulties/concerns 
 Record contact and reasons on DEMS and in the administration system of the Home School 

Attendance process – A shared responsibility 
All students of the Learning Hubs are expected to attend all days that the Centre is open, and for the 
hours the Centre is open, unless otherwise specified in their ‘Transition Plan’ or a Partial Attendance 
Plan.  

 Students and/or carers are required to inform the Learning Hub teacher the morning of their 
absence and give an explanation for the absence 

 If a student is continually absent, the Learning Hub teacher is to follow up by calling the 
student and/or carer of the student. The Learning Hub teacher should offer some supports ie 
School Counsellor contact to the student and /or carer. The Learning Hub teacher should 
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notify both the school supervisor and the Deputy Principal at Finigan SDE via email and 
record this communication on DEMS. 

 If there is a prolonged absence, the Home School supervisor should issue Attendance 
Concern Letter 1 – A letter sent from the Deputy Principal at the Home School to 
parents/caregivers expressing concern over the student’s record of attendance. The 
parent/caregiver is invited to contact the DP to discuss attendance concerns. Alternatively, 
they are advised to contact the school and explain absences that relate to leave or illness. 
This information will then be communicated to the Deputy Principal at Finigan SDE to enter 
into DEMS. 

 If the non-attendance continues, or arises again (within the same term), a letter 2 will be 
sent from the Deputy Principal to parents/caregivers expressing further concern over the 
student’s record of attendance. The parent/caregiver is now asked to contact the school and 
make an appointment to speak with the DP and teacher of the Learning Hub to address 
attendance concerns. A plan to improve attendance will be formulated at this meeting. 

 If there is still no improvement, or there is no contact or effort made by parents/caregivers 
to schedule a meeting, a letter 3 is sent, whereby the DP will schedule a time for a review 
meeting. The parent/caregiver will be advised to contact the school to confirm the 
appointment time or to negotiate an alternative. At the meeting, a review of the student’s 
placement at the Learning Hub will take place. It will involve the Home School supervisor, the 
Learning Hub teacher, the Deputy Principal FINIGAN SDE, the student and the carer. A plan 
will be devised to improve attendance. 

 Attendance Concern Letter 4 – After there has been no actions or responses made to 
previous interventions, and there has not been an improvement in attendance, a letter 4 is 
sent by the DP. This letter advises the parent/caregiver that an application is being made to 
the Home School Liaison Officer (HSLO). This intervention now constitutes a ‘HSLO Letter 1’ 
and the application could be prepared by the DP.  The student’s placement at the Learning 
Hub will be vacated and the student will be required to return to mainstream schooling. A 
plan to transition the student back to school will be created. 
 

Appendix 13: FINIGAN SDE Attendance letters 

Therapeutic intervention 
It is a condition of acceptance into the Learning Hubs that all students are connected with a 
therapist/medical professional if the student has entered DE as a 2.8. 

It is beneficial if you can contact the professional attached to each student to: 
 Learn more about how to best assist the student 
 Understand the condition affecting the student 
 Keep them updated of any change in behaviour (both positive and negative) 

The school counsellor at the Home School or FINIGAN SDE is generally available via email/phone for 
assistance and advice. 
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Access to Careers Adviser and School Counsellor 
All students at the Learning Hubs should be able to access the Careers Adviser and School Counsellor 
at their Home School. This can be done with the help of the Learning Hub teacher and the teacher 
responsible at the Home School who oversees the operation of the Learning Hub. Normal school 
processes would apply. 

Also, students attending the Learning Hubs can also access Finigan SDE Careers Adviser and School 
Counsellor. The Learning Hub teacher would contact the Deputy Principal at Finigan SDE and an 
appointment would be organised. 

Student feedback 
An Exit Interview with the student, parent/carer and any other relevant person (for example mental 
health professional, social worker, youth worker) provides helpful and constructive feedback to 
inform future practice. 

The same questions can be put to each student at the end of each year / term to assist reflection on 
the changes they have experienced since attending Learning Hubs. 

APPENDIX 14: Learning Hub Exit Interview 

Transition In and Out of Learning Hub - entry and exit  
Students will be notified by Finigan SDE about a starting date. The supervisor of the Learning Hub will 
then organise a visit to the Hub by the student and parent/carer to sign an agreement in relation to 
attendance, engagement and behaviour at the Hub. The Home School supervisor should also be 
present at this meeting and will scan and send this document to the DP at FINIGAN SDE. 

 Wellbeing support systems are available. The Learning and Wellbeing Coach should be first 
point of contact to discuss support plans.  

Attendance at a Finigan School of Distance Education Learning Hub is by invitation only; it is not 
automatic on enrolment. It is considered a privilege to attend.  
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STUDENT WELLBEING 

Students are able to access support from the following Student Wellbeing members via teacher, self 
or parent referral. Members of the Student Wellbeing Team will also conduct Field Service Visits at 
the Hub to run special programs and to meet with their students and their supervisors. 

Deputy Principal  

The Deputy Principals oversees the Learning Hub program. 

Head Teacher Student Wellbeing 

Head Teacher Wellbeing  build networks of family and community support and, where appropriate, 
refer students and families to appropriate personnel and agencies. They also identify students at risk 
of disengagement, implement support, case management and review processes, including individual 
learning plans, in liaison with relevant personnel and families. HT Wellbeing are responsible, as the 
Principal delegate, for all Mandatory Reporting of Child Protection issues to Family and Community 
Services . 

Learning and Wellbeing Coaches 

Learning and Wellbeing Coaches have an overall support role for students and supervisors. This 
includes identifying students with welfare concerns or those disengaged from learning. In addition, 
they can provide advice on Part-Programs, organise exemptions from attendance and refer students 
to the relevant person regarding subject selection and BOS requirements. 

School Counsellor 
Appendix 15 - Process of referral and referral form 

Aboriginal Education Coordinator 
The Aboriginal Education Coordinator oversees, monitors and evaluates the Personalised Learning 
Plans (PLPs) for Aboriginal and Torres Strait Islander (ATSI) home students at Finigan SDE. They also 
liaise with community organisations, parents, carers and staff to create effective networks to 
improve educational outcomes for ATSI students 

Organised welfare activities 
Students at the Learning Hubs will be required to attend organised welfare activities. The HT 
Wellbeing will contact the Learning Hub supervisors with a schedule. Also, Learning Hub supervisors 
need to liaise with the Home School to ensure that Learning Hub students have the opportunity to 
attend specific welfare initiatives organized by the Home School. 
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Prohibited behaviour at Learning Hubs 

Drugs 
Learning Hubs are a drug & smoke free zone. There is a no tolerance policy on drugs. Students 
involved with drugs will be asked to leave and a case conference will be held to review their position. 
Police will be notified.  

Bullying & Harassment  
Finigan SDE believes that all students should feel safe and happy in our learning environment. We 
will not tolerate unkindness, bullying or harassment of any kind.  

Students are encouraged to respect the rights and space of others and have a responsibility to report 
harassment.  

Weapons in School  
Possession of weapons at the Learning Hub is banned and it is a criminal offence to be in the 
possession of weapons. If a staff member becomes aware that a student, or any other person on the 
premises, has weapons in his/her possession, then they will:  

 Confiscate the weapon/s if safe to do so  
 Contact the police  
 Ask the student to leave and contact police, DP FINIGAN SDE, Home School contact and 

parent immediately.  

A weapon is any device that can cause injury to another person and has been brought to school for 
that purpose.  

Violence  

Violence in any form will not be tolerated at the Learning Hub and will result in a review of the 
placement and possible police involvement.  

General Safety  
 Never touch any syringe or sharp object. Report any such objects to the teacher.  
 Report the discovery or suspicion of any drugs, or similar substances, immediately to the 

teacher.  
 Don’t touch any blood or bodily fluids. Report these immediately to the teacher.  
 If medication is needed, the teacher needs to be informed and a note from parents provided.  

Internet Usage  
Students are to take personal responsibility for using the Internet appropriately.  

The following rules will apply.  
 The internet is not to be used without permission from staff.  
 The internet is not to be used to access unacceptable material, especially any site dealing 

with illegal activities, pornography or extreme violence. 
 Personal information (such as home addresses or phone numbers) about staff or other 

students is not to be given out.  
 Access to offensive sites by any student must be immediately reported to teaching staff.  
 Students are not to e-mail, download or transfer files or participate in CHAT sessions without 

permission from teaching staff.  
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 Students are to be considerate of others and make Internet use as efficient as possible.  
 Students are to abide by copyright laws  
 Access to the Internet is to be via the DET Portal. Students will be issued with passwords.  

Failure to follow these rules may result in losing the privilege of using the Internet.  

Discipline issues 
Discipline issues may be dealt with by the Home School in the first instance if the matter is serious. 
DoE policies and procedures will apply. This will be in consultation with the Principal/DP Finigan SDE. 

Withdrawal/Exclusion Guidelines & Procedures  
Withdrawal/Exclusion of a student from Finigan SDE Learning Hub may occur when the student:  

1. Does not attend regularly  
2. Attends but does not use their time productively on school work  
3. Breaches the Behaviour Code/Student Contract  
4. Breaches the Internet Acceptable Use Policy  

The DP Finigan SDE will meet as soon as possible with the student & their parent/carer to discuss the 
concerns raised by the Learning Hub teacher.  

Depending on the nature of the concern, the meeting may also include the Principal, Deputy 
Principal, Executive staff, School Counsellor &/or teacher/s.  

The resolution of the meeting may include withdrawal/exclusion from the Learning Hub for 

a) a specified period of time  
b) an indefinite period of time  
c) the remainder of the student’s enrolment  

The student will be encouraged to reflect on their particular situation and may make appropriate and 
acceptable restitution.  

All student/s and/or staff at the Learning Hub who are impacted by the situation will be given the 
support they need to resolve any issues/concerns.  

If a student is excluded from a Learning Hub, a concerted effort will be made by Finigan SDE to 
provide the excluded student with alternative support for their learning.  

Reinstatement to the Learning Hub  
Where the student is to be reinstated in the Learning Hub, the outreach teacher will review the 
Enrolment Learning Plan, the Risk Assessment, Management Plan and Student Contract in 
consultation with the student, parent, Head Teacher Wellbeing, Year Adviser and Learning Hub 
teacher as appropriate.  

 

The outreach teacher who has been assigned to the student as a result of the withdrawal/exclusion 
will develop a support plan which may include:  

1. A timeline for the student’s gradual return to the Learning Hub  
2. The outreach teacher’s role in the initial supervision of the student on their return to the 

Learning Hub  
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3. Daily monitoring until the Learning Hub teacher resumes responsibility for the student. 

 Health & Safety 

Critical Incidents  
 

If serious call 000. Contact the Home School and request support. Specific and detailed information 
around the critical incident must be emailed to the Deputy Principal at Finigan SDE and entered in to 
DEMS. The DP Finigan SDE will follow up and report back within a suitable timeframe. In addition, 
phone contact should be made as soon as practically possible.  

Emergency Evacuation Procedures  

Purpose  
 To ensure all staff, contractors and visitors evacuate safely to the evacuation point in the 

case of an emergency  
 This emergency could be:  

-Bomb threats, gas leaks, fire, explosion, fuel spill or chemical hazard  

Scope  

 All staff, students, contractors and visitors.  

Procedure  
 On receipt of relevant alarm or notification from a staff member, move to the evacuation 

area. This will be achieved by exiting the door nearest to you and furthest away from the 
emergency.  

 Ensure all students and visitors have left the building.  
 Check the attendance book, mark the roll at the evacuation point and ensure that all 

students and visitors are accounted for.  
 Advise emergency services of any student or staff member not accounted for.  
 Do not re-enter the building unless directed by emergency services or the Learning Hub 

management.  
 Provide First Aid and attend to those in need.  

 

Lockout/Lockdown Procedures  

Purpose  
 To ensure the safety of staff and students in the event of an external threat by an 

unauthorised person such as an intruder.  

Procedure  

 If staff perceives a threat, lock all doors and windows and get down out of sight.  
  Contact the Police and Deputy Principal Finigan SDE.  
 Check the attendance book, mark the roll at the evacuation point and ensure that all 

students and visitors are accounted for.  
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 Advise emergency services of any student or staff member not accounted for.  
 Students are to remain in the room until the all clear is given by the Deputy Principal or 

identified Police Officer.  

General Safety Procedures  
IN ALL INSTANCES TEACHERS ARE REQUIRED TO WEAR PROTECTIVE GLOVES  

Syringes and sharp objects  
 As a general rule, students must never touch any syringe or sharp object. Students should 

report any such objects immediately to the classroom teacher or teacher on duty. This 
should then be referred to the Deputy Principal (Wellbeing). In some cases, however, it may 
be appropriate for sharp instruments e.g. compasses, scalpels, lino cutting knives and 
scissors to be used but only where it is in line with a planned lesson and carefully supervised 
by the teacher.  

 In the event of a needle puncture or other penetrating injury, staff should, in the first 
instance: 
- as soon as possible, flush the wound with clean running water;  
- wash the wound with soap and water or apply an appropriate antiseptic and dressing;  
- report the incident as soon as possible to the DP Finigan SDE and the parent or guardian.  
- where water is not available, a non-water cleanser or antiseptic should be used for 

washing the skin.  
- In the event of a needle puncture or other penetrating injury from a discarded sharp, 

the sharp should be retained separately in an appropriate container so that NSW Health 
can undertake baseline testing to determine the “infectious status” of the sharp in 
reference to Human Immunodeficiency Virus (HIV) and hepatitis B and C.  

First Aid  
 The risk of contracting Hepatitis, HIV (Human Immune Deficiency Virus) and other 

communicable diseases will be greatly reduced if all staff carry out safe hygiene practices.  
 Any support required for OHS and/or First Aid should be directed to the Wellbeing Teacher. 

All Learning Hubs should have a First Aid kit that includes an epipen and asthma inhaler on 
site. If you require this kit, please contact the Enrolment Support Teacher. 

Emergency Care Certificate  
 All Learning Hub/Outreach Teachers must have current Department of Education 

approved Emergency Care, Anaphylaxis & CPR certificates.  
 The school will consider applications for staff development for first aid and resuscitation 

certification. Staff will have access to a first aid kit.  

Health Care Plans  

 If a health care plan is in place for a student, a copy of this will be made available to the 
Learning Hub staff.  

Medication  
 Medication can only be given to students where appropriate permission forms have been 

completed by parents.  
 Where paracetamol is considered necessary, verbal permission, if appropriate, will be 

gained from parents prior to administration. Ventolin, when required, may be given to 
students who take it regularly.  
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Drugs/Tablets/Unidentified Substances  
 Any discovery or suspicion of drugs or similar substances should be reported immediately to 

the Deputy Principal (Wellbeing) through the teacher on duty. Any suspicious activity by 
people near the school boundaries should also be reported. Police will be notified.  

Asthma Management Plans  
 Where a student suffers from asthma, the teacher should be aware of the management 

procedures and location of medication. This should be recorded in DEMS.  

Anaphylaxis Shock  
 Students with allergic reactions should be identified and have management plans in place. 

Ensure all management plans are recorded in DEMS. 

Attendance Procedures for Learning Hub Staff & Visitors  

Learning Hub Attendance  
Learning Hub staff & visitors (including teachers) will need to sign in and out of Learning Hubs when 
they attend. Completing the attendance book accurately is important as we must follow the Student 
Attendance in Government Schools Procedures.  

Learning Hub staff & visitors attending a Learning Hub will need to:  

 Write the date they attended  
 Their full name (first and last)  
 The time they arrived at the Learning Hub  
 The time they left for a break  
 The time they returned from their break  
 Time of departure from the Learning Hub  
 Their signatures  
 Reason for the visit to the Learning Hub  
 Students they worked with at the Learning Hub (not just a list of students who were at the 

Learning Hub)  

How to be a Safer School: Safety & Security Directorate and 
Management Guidelines for Safe Working & Learning  

Visitor Management  
 All visitors should sign a visitor’s book and wear a name badge or sticker and/ or, if 

applicable, their organisation’s identification badge. The school visitor’s book should include 
details such as date, time of arrival, name, purpose of visit, contact details and time of 
departure.  

 All volunteers in the school, even regulars, should sign in at the office when they arrive.  
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Student, Contractor & Visitor Safety  

3.6.5 Visitor Safety  

 Control of visitors in the workplace should be considered as a security, emergency and child 
protection measure. All visitors should be directed to the workplace reception and required 
to sign a visitor’s book or register. The visitor’s book should include details such as the date, 
time of arrival, name, purpose of visit, contact details and time of departure.  

 Visitors should be issued with a visitor’s badge or sticker and, if applicable, wear their 
organisation’s identification badge 

Reporting WHS Incidents and Injuries 
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Reviews 

APPENDIX 16: Review process and review proformas  

A student’s progress will be reviewed twice a year. A collaborative plan will be created for the next 
part of the year. Students on a 2.9 will work towards achieving the milestones outlined in their 
transition plan. They will move towards transitioning back to their Home School, another educational 
option or to employment within the 200 days. 
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Appendix 1 – Marking rolls on DEMS 

See ‘Help’ – Roll Marking- PxP on DEMS 
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Appendix 2 – FINIGAN SDE LST referral process 
and referral proforma 
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Appendix 3 – Excursion Forms 
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Appendix 3 – Excursion Forms 
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Appendix 3 – Permission Note 
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Appendix 3 – Variation of Routine 
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Appendix 4 – Permission to drive 

 
 

 

PROVISIONAL LICENCE DRIVER APPROVAL FORM  
2019 - 2020 

 

Young drivers with friends can be a dangerous combination.  Please think carefully 
before giving approval. Parents should ensure that their child is travelling with a 
driver who has:  a current NSW Drivers Provisional Licence, Comprehensive 
Insurance and is driving a Registered Vehicle. 

Drivers need to ensure they adhere to speed limits especially in school zones. 

Students are allowed to drive to the Learning Hub at the start of the day and from 
school at the end of the school day.  

Students can only leave after permission is granted by parents and they have 
signed out of the Learning Hub for a normal leave reason (e.g. sickness, 
appointment).  
 

They cannot leave for lunch or drive other students during the school day. 
 

Mr Daniel Rattigan – Principal 

 
 

 

.................................................................. (Student Name)  

 

I give permission for my son/daughter/ward to: 
1. drive a vehicle to and from Learning Hub      

Yes / No 
2. take other students as passengers (listed below) to or from the Learning 

Hub  
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Yes / No 

Please ensure that other students have permission from their parents before 
driving with your child. 
The school’s recommendation that a maximum of 2 passengers for journeys to or from Learning Hub 
should be adhered to. Parents acknowledge the risk of an accident increase with an increase of 
passengers 

Names of Selected Passengers: 
 

____________________________     
____________________________ 
 

We realise the responsibilities and dangers associated with motor vehicles and 
agree to abide by the above.  Any infringement with this agreement will result in 
all senior driving privileges being withdrawn. 

 

Signed:   ____________________________   

                Student 

 

Signed:_____________________________ 

  Parent /Guardian      

 

Mobile No: ........................................    

 

This form must be returned to Deputy Principal FINIGAN SDE before driving is 
allowed 
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Appendix 5 – Risk Management 
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Appendix 6 – FINIGAN SDE Computer Policy 
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Appendix 7 – PDP Proforma 
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Appendix 8 – PDP Timeline 
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Appendix 9 – Misadventure form 
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Appendix 10 – FINIGAN SDE Application Form 
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Appendix 11 – Transition Plan Templates 
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Appendix 12 – FINIGAN SDE Student Agreement 
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Appendix 13 – FINIGAN SDE Attendance Letters 
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Appendix 14 – Learning Hub Student Review 
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Appendix 15- School Counsellor referral process 
and referral form 
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Appendix 16 – Review Form 2.8 
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Appendix 15 – Review Form 2.9 
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