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1. Introduction 

Sydney Distance Education High School provides quality individualised education for all students, taking into 
account their backgrounds, abilities and interests. We are committed to providing effective learning and 
teaching within safe and secure environments in partnership with parents, carers and the wider school 
community. 

Sydney Distance Education High School has a planned approach to Wellbeing that incorporates the elements 
of the Wellbeing Framework. 

2. Student Wellbeing Team 

The Student Wellbeing Team includes the following. 

• Deputy Principals 
• Head Teachers Welfare 
• Head Teacher Secondary Studies Years 7–9  
• Head Teacher Teaching and Learning (Support) 
• School Counsellors 
• Year Advisers 
• Supervisor of Girls  
• Supervisor of Pregnant Girls & Young Parents 
• Supervisor of Boys 
• Transition Coordinators 
• Student Support Officer 
• LGBTQI++ Coordinator 
• SLG Coordinator 
• Volunteering Coordinator 
• Out of Home Care Coordinator 
 

In addition, the Aboriginal Education Coordinator, who is responsible to one of the Deputy Principals, liaises 
with the Student Wellbeing Team and also attends the meetings when appropriate. 

The team is led by the Head Teachers Welfare and meets fortnightly. When appropriate, the Principal also 
attends meetings. 

All members of the Student Wellbeing Team have access to Student Wellbeing Team folder and the school 
Year Advisers’ Handbook. 

Head Teacher's Welfare 7-10 have a 0.5 allowance, Head Teacher Welfare 11-12 have a 0.4 allowance, 
Year Advisers have a 0.3 allowance, the Supervisor of Girls, the Supervisor of Pregnant Girls & Young Parents 
and the Supervisor of Boys each have a 0.1 allowance and the Transition Coordinators each have a 0.3 
allowance. In addition, Year Advisers and the Supervisor of Girls receive a Department of Education (DoE) 
financial allowance. Every two years, Expressions of Interest are called for these positions. 

When a member of the Student Wellbeing Team takes leave, or relieves in a higher position, professional 
learning opportunities are provided for other members of staff to relieve in the position. 

A member of the Student Wellbeing Team has responsibility, also, for the students in statutory Out of Home 
Care (OOHC) with a 0.1 allowance.  
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3. Related NSW Department of Education Policies and 
Procedures 

SDEHS is guided by the NSW Department of Education’s Inclusive, Engaging and Respectful Schools 
(nsw.gov.au) policies to ensure that every student is engaged and learns to their fullest capability and to ensure 
all students, teachers and staff are safe in school. This includes: 

• Inclusive Education Policy for students with disability 

• Student Behaviour Policy and Procedures 

• Inclusive, Engaging and Respectful Schools Policy Restrictive Practices Framework Policy and 
Procedures. 

 

NSW Department of Education (DoE) student welfare policies and procedures are found on the Department’s 
Intranet and Internet. 

Other important implementation documents 

• Student Discipline in Government Schools – Support Materials 
• Protecting and Supporting Children and Young People Procedures 
• Suspension and Expulsion of School Students – Procedures 
• Bullying – Preventing and Responding to Student Bullying in Schools Policy 
• The Student Behaviour Strategy and Wellbeing Framework 

 
Related Information 

• Student Welfare Policy 
• Core Rules for Students in NSW Government Schools 
• Student Attendance in Government Schools: Procedures 
• Workplace Health and Safety Policy 
• Anti-racism Policy 
• Drugs in Schools Policy 
• The government interagency initiative, Keep Them Safe, aims to improve the safety, welfare and 

wellbeing of children and young people. It includes an online system which assists mandatory reporters 
assess whether a child is at risk, and to alert the appropriate agencies and personnel. There is a direct 
link to this on the school’s intranet home page. 
 

https://education.nsw.gov.au/student-wellbeing/whole-school-approach/inclusive--engaging-and-respectful-schools
https://education.nsw.gov.au/student-wellbeing/whole-school-approach/inclusive--engaging-and-respectful-schools
https://education.nsw.gov.au/student-wellbeing/whole-school-approach/inclusive--engaging-and-respectful-schools/inclusive-education-for-students-with-disability
https://education.nsw.gov.au/student-wellbeing/whole-school-approach/inclusive--engaging-and-respectful-schools/student-behaviour
https://education.nsw.gov.au/student-wellbeing/whole-school-approach/inclusive--engaging-and-respectful-schools/restrictive-practices
https://education.nsw.gov.au/student-wellbeing/whole-school-approach/inclusive--engaging-and-respectful-schools/restrictive-practices
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4. School Policies and Procedures 
References in this policy to ‘DELTA’ are references to, the school’s Filemaker Pro database system, ‘Distance 
Education Learning and Teaching Administration’. 

4.1 Behaviour Codes for Students 
Students are welcome to use all student spaces including the reception area, courtyard and classrooms with 
teacher supervision (eg learning hubs, theatrette, General Learning Space 1, practical learning spaces in the 
cottage, the library, including the technology space and seminar rooms, the COLA and the kitchen), where 
appropriate. Please note students may only be in a staff work area when invited by a teacher. 
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4.2 Student dress code 
Students must wear clothes that are neat and clean. Clothing that is too revealing or brief is not suitable to wear 
at school. Singlet tops and/or thin strapped tops are unacceptable. All tops must completely cover the torso, 
Shorts and skirts must be no shorter than mid-thigh. Closed-in shoes must be worn at all times. 

 
 

4.3 Students enrolled with a history of violence, behaviour or 
safety issues 

1. In line with the Department’s Enhanced Enrolment Procedures, a Risk Assessment and Risk 
Management Plan accompanies the application to enrol for any students with a history of violence, 
behaviour issues or safety concerns. This Risk Assessment is reviewed by the Head Teacher 
(Enrolments), the Deputy Principal responsible for the year and the Principal and if there is a safety risk 
to staff or other students, a no hub/no school/no home visit alert will be issued.  

• Deputy Principal reviews risk assessment in consultation with Rural and Distance Education 
Special Programs Coordinator. 

• Deputy Principal liaises with Learning Support in preparing the movement form. 

• A letter is sent to the supervisor if there is a no hub/no school/no home alert put in place, advising 
that they can contact the Year Adviser for clarification if required. 

• Deputy Principal convenes a Coordinated Support Meeting with the student’s teachers and faculty 
Head Teachers relevant, Head Teacher Welfare and Head Teacher Secondary Studies. 

• Head Teacher Welfare and Head Teacher Secondary Studies and Deputy Principal monitor 
student’s wellbeing and academic progress. 

• Any concerns to be reported immediately to Head Teacher Welfare or directly to the Deputy 
Principal. 

2. It is the responsibility of teachers not to invite students for face to face lessons if they have a no hub/no 
school/no home visit alert recorded on their record card in the Student Management System. 

3. It is the responsibility of staff at Centres to ensure that no student with a ‘No School/No Hub’ alert visits 
SDEHS. 

4. It is the responsibility of staff at Centres to supervise all Centre students at all times while at SDEHS. 

5. Transition Coordinators and other members of the Student Wellbeing Team may consider visiting a 
student with a no hub/no school/no home visit alert, after consultation with the relevant Head Teacher 
Welfare and approval from the Deputy Principal so that risk minimisation strategies can be developed 
where needed. 

6. In the case where there has been a request or recommendation that a no hub/no school/no home alert 
be lifted and only a behaviour flag remain the following will occur prior to the no hub/no school/no home 
alert being removed. 

• The request or recommendation will be considered by the Head Teacher Welfare and Deputy 
Principal after reviewing the student’s Risk Management Plan. 

• Conditions to be put in place during this review period will be stipulated, recorded as an alert on 
the Student Management System and will be communicated to the supervisor. 
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• A coordinated support meeting may occur where appropriate. 

• After the review period the Deputy Principal in consultation with the Head Teacher Welfare and 
Principal or Hub Coordinator where appropriate will make a decision on whether to remove the no 
hub/no school/no home visit alert. 

• A new risk management plan will be organise by Head Teacher Welfare in consultation with 
Deputy Principal. A Care and Safety Plan (Appendix 9) may also be developed. 

• If the no hub/no school/no home visit alert is removed the Head Teacher Welfare and Hub 
Coordinator will monitor the student’s behaviour and refer to the Deputy Principal if the alert needs 
to be reinstated. 

• For Centre/Single Course students enrolled with a no school/no hub/no home visits alert, any 
changes to this should be managed by the Head Teacher Secondary Studies in consultation with 
the Deputy Principal. 
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4.4 Student Attendance 
 

Sydney Distance Education High School 
Student Attendance 

Distance education is governed by the same policies as apply to all NSW government schools, including policies on 
student attendance. Regular attendance at school is essential if students are to maximise their potential and meet the 
requirements of the law. Schools and parents share responsibility for promoting regular attendance. 
 
The NSW Department of Education School Attendance Policy requires that Principals of NSW government schools 
ensure: 

• that when frequent absences are explained as being due to illness that: 
− consultation occurs with parents regarding the health care needs of the student 
− medical certificates are sought for the absences 
− where there are ongoing concerns, approval is sought from parents to contact the student's doctor so that 

the school has all the relevant information regarding the student's health care needs. 
 

Sydney Distance Education High School measures attendance by the amount of work completed. On enrolment, 
students are expected to complete the SDE Launchpad Program (Student Induction), as preparation for learning at 
SDEHS. 
 
As outlined by the NSW Distance Education Procedures. Attendance is monitored in a number of ways, including 
records of student engagement in learning activities, student reviews, and regular contact between students and 
subject teachers. Distance education schools will maintain a register of interactions that take place between the 
student and the teacher and use these interactions to assess satisfactory attendance. All students enrolled in 
distance education must meet standards of engagement and participation set by the distance education school to 
satisfy the compulsory attendance requirements of the Education Act 1990. 
 
Examples of interactions that may indicate satisfactory attendance include, but are not limited to: 

• the regular return of allocated work 
• engagement in synchronous remote teaching sessions such as phone lessons and web lessons 
• engagement in synchronous face-to-face teaching sessions such as lessons and study days at learning hubs 
• asynchronous remote teaching practices such as email, authenticated online learning and learning management 

systems 
• field services such as camps and workshops, home visits and excursions. 
 
The Student Attendance in Government Schools Procedures (2015) states that parents or carers of children of 
compulsory school age are responsible for ensuring that their child attends school every day. Children must 
commence school by age 6 and then complete Year 10. After Year 10 and until they turn 17, students must be:  

• in school, or registered for home schooling, or  
• in approved education or training (eg TAFE, traineeship, apprenticeship) or  
• in full time, paid employment (average 25 hours a week) or  
• in a combination of work, education and/or training.  
 
For students younger than 17 whose attendance is identified as being less than 50%, the Head Teacher Welfare will 
ensure that a broad range of strategies are put in place to support the student. These may include:  

• a Years 7-10 part program ie a student does some of the required courses in a year 
• a Years 11-12 Pathways program ie a student completes Stage 6 over more than 2 years 
• ongoing communication from class teachers eg phone, emails  
• referral to Year Advisers, Faculty Head Teachers, Head Teacher Welfare or Head Teacher Secondary Studies 

for follow up. 
 

Refer also to The Enrolment of Students in Government Schools: A Summary and Consolidation of Policy (1997) and 
Protecting and Supporting Children and Young People Policy and Procedures 
 
PDF: T:\Office\DECDATA\Principal\School Policies/ PDF-2: Website  T:\Office\DECDATA\Principal\School Policies\Student Attendance.docx 
Revised 25 Oct-22 
 
 

 

https://education.nsw.gov.au/policy-library/associated-documents/de-enrolproc.pdf
https://education.nsw.gov.au/policy-library/policies/school-attendance-policy
https://education.nsw.gov.au/policy-library/policies/school-attendance-policy
https://education.nsw.gov.au/policy-library/policies/school-attendance-policy
https://education.nsw.gov.au/policy-library/policies/enrolment-of-students-in-nsw-government-schools-a-summary-and-consolidation-of-policy
https://www.det.nsw.edu.au/policies/student_serv/child_protection/prot_children/PD20020067.shtml
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a) School based strategies to be implemented for students with poor attendance and 
engagement at Sydney Distance Education High School 

For students under 17 years, whose attendance is identified as being less than 50% (Years 7-10) and less than 
75% (Years 11 and 12) the Head Teacher Welfare will ensure that a broad range of interventions are put in 
place to support the student. 

These may include: 

• Ongoing communication from class teachers eg phone, emails 
• Referral to Year Advisers, Faculty Head Teachers, Head Teacher Welfare or Head Teacher Secondary 

Studies for follow up 
• Warning Letters (Years 10–12) sent where necessary, phone calls made by teachers regarding the 

Warning letters 
• Non contactable/disengagement letters sent 
• Meeting with the student and parent/carer 
• Advice and involvement sought by Local Area Office - Delivery Support Team 
• Referral to the Learning and Support Team or other wellbeing team members, including School 

Counsellor 
• Development of a school-based Attendance Improvement Plan with parents and student to address 

attendance issues 
• Requesting and sharing information and working collaboratively with other support services  
• Use of interpreters and translated materials to support parent understanding 
• Seeking advice about culturally appropriate responses from relevant services 
• Support and liaise with agencies that are involved with the family  
• Liaise with agencies that are involved with the family to increase support 
• Adjustment of study programs to meet students’ needs 
• Implementation of Part/Pathways Programs 
• Head Teacher Welfare order a Police Welfare Check for students who are not able to be contacted 
• Transition Coordinator visit or follow up 

 
 

b) Coordinated Support for Years 7-10 students requiring Coordinated Adjustment 
Programs 

1. Student falling significantly behind across all/or a number of subjects is identified by Head Teacher 
Welfare/Year Adviser.  

2. Head Teacher Welfare/Year Adviser invites subject teachers, a Learning and Support teacher and Head 
Teacher Secondary Studies to a Coordinated Support Meeting for student. Faculty Head Teachers are 
cc’d in email and can attend if they want to. 

3. Learning adjustments are agreed on, taking into consideration the student’s Personalised Learning and 
Support Plan (PLSP) if they have one. 
− In most cases students should complete or participate in one learning activity each week in each 

subject eg. phone lesson/hub lesson/ FSV/attempt at written work or individual web lesson. 
− In some extreme circumstances the Coordinated Support Team may agree on work being completed 

every second week for a stipulated short, fixed period of time. 
4. The supervisor is consulted about the adjustment after the meeting by the Head Teacher Welfare/Year 

Adviser. 
− If the student has a PLSP, a Learning and Support teacher updates the PLSP if required. 
− If the student does not have a PLSP, the Head Teacher Welfare emails the supervisor details of the 

adjustment and requests a return email confirming that they support the adjustment. 
5. Faculty Head Teachers are informed about the adjustment. 
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6. Head Teacher Welfare/Year Adviser records adjustments on DELTA roll call card and adds a student 
contact as: 
− Adjustments (reduced) – John to complete some/half/ designated questions in the weekly work to 

demonstrate outcomes. 
− Adjustments (delivery) – John to complete a phone lesson/individual web lesson/hub lesson/school 

lesson each week to demonstrate outcomes. 
7. Head Teacher Welfare notes student’s name and adjustment on centrally located spreadsheet. 
8. Teacher records completed weekly adjusted work on subject card with a mark out of 10 based on the 

quality, depth and number of outcomes met. 
9. Head Teacher Welfare and Head Teacher Secondary Studies review the student in the next review 

period. 
 
 

c) Referral to the Home School Liaison Program 

As outlined in the Student Attendance in Government Schools Procedures (2015), “if a range of school based 
interventions has been unsuccessful in resolving attendance difficulties the principal should request support by 
making an application to the Home School Liaison Program and submitting the application to their local Student 
Support and Specialist Programs Directorate Team for consideration.” 

At Sydney Distance Education High School, consideration of HSLO involvement should occur no later than the 
student being disengaged for one term. There is an expectation that school based strategies have been 
implemented during this time. 

This involves: 

1. Head Teacher Welfare will determine if a HSLO application is in the student’s best interest, taking into 
consideration the student’s age. If the Head Teacher Welfare believes that an alternative training 
pathway is more appropriate, the student and supervisor should be supported with this 

2. Head Teacher Welfare completes the HSLO application 
3. HSLO application is reviewed and signed by the Principal 
4. Parents are advised about the application to the HSLO Program using the example letter in the Student 

Attendance in Government Schools Procedures (2015) 
5. Head Teacher Welfare liaises with HSLO and Learning and Engagement consultants in restoring the 

student’s attendance. This may involve representing the Principal at Compulsory Schooling Conferences. 
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4.5 Exemption from Attendance, Enrolment, Extended Leave 
and Withdrawal from Enrolment 

The Exemption from School Procedures (2015) states that a “child may be exempt from being enrolled and 
attending school if the Minister or delegate is satisfied that conditions exist which make it necessary or 
desirable that a Certificate should be granted. A Certificate of Exemption may be given subject to conditions 
and limited to a period specified in the certificate and that A Certificate of Exemption must only be granted 
when it has been clearly demonstrated by the applicant that an exemption is in the student’s best interests in 
the short and long term. Alternatives to exemption should have been fully explored.” 

The implementation of processes related to exemption from attendance and enrolment, special leave and 
withdrawal from enrolment are outlined in the SDEHS A. Exemption from Attendance, B. Exemption from 
Enrolment, C. Extended Leave – Travel and D. Withdrawal from Enrolment Process and Procedures 2015. 
See Attachment 1. 

In general, conditions for approval of Exemptions from Attendance for exceptional circumstances, including 
medical, are: 

• Course completion requirements must be met regardless of the length of the leave approved. This 
includes completion of outstanding assessment tasks. 

• Any assessment tasks due during the leave period will be rescheduled immediately on return where 
possible. 

• Warning Letters will not be sent during the period of exemption. However, the sending of Warning Letters 
will resume, according to the SDEHS Warning Letter Procedures, at the end of the leave period. 
 

Students under 17 years of age who have completed Year 10 may apply to leave SDEHS if their parent/carer 
provides advice/evidence to the school that 

• The student is enrolled full-time in a TAFE Cert II course or full-time higher education course. 
• The student is at least 15 years old and employed full-time (average 25 hours per week) or the full-time 

equivalent combination of paid work and approved education. 
• The student is engaged in an approved full-time apprenticeship or traineeship. 

 
Students who are under 17 and have not completed Year 10 may apply for an Exemption from Enrolment if 

• The student is engaged in an approved full-time apprenticeship or traineeship. 
• The student has completed Year 9 and have provided proof of enrolment in a TAFE Cert II course. 

To seek enrolment at TAFE the student will need to have completed an Approval to undertake the 
equivalent of Year 10 form. The school is required to indicate on this form whether the student has the 
ability and skills to study in an adult learning environment and an interest in specific vocational 
qualifications. Evidence of acceptance of enrolment in a TAFE Cert II course needs to be provided 
before an exemption is granted. 
 

Staff should refer any parent enquiries about leave or exemptions initially to the Year Adviser. The Head 
Teacher Welfare, Deputy Principal and the Principal’s roles in supporting these processes are clearly stipulated 
this document. 
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4.6 Roles and Responsibilities 
a) Head Teacher Welfare  

There are three Head Teachers Welfare who have the following roles and responsibilities. 

School 
• Lead the Student Wellbeing Team 
• Make reports in relation to Child Protection to the Child Wellbeing Unit (CWU) and Family and 

Community Services, as the Principal’s delegate, in accordance with the Mandatory Reporting 
Guidelines (MRG) 

• Monitor students enrolled under categories to conduct periodic reviews and ensure that review timelines 
and processes are met, review dates are entered on school database, and the Learning and Wellbeing 
Coordinator from the local Educational Services team is consulted as required 

• Review and refine the Student Wellbeing Policy 
• Oversee whole school welfare and support programs including individual student health care plans, 

ASCIA plans (for anaphylaxis), cyber safety, social justice, building resilience and Student Leadership 
• Build network of support for students in the school, including with Year Advisers, School Counsellor and 

various Wellbeing Coordinators 
• Build network of family and community support including parents, carers, supervisors, medical personnel, 

state and regional student support services and community organisations and where appropriate refer 
students and families to appropriate personnel and agencies 

• Identify students at risk of disengagement; implement support, case management and review processes 
including individual learning plans in liaison with relevant personnel 

• Work with families in supporting their child to engage in their studies, conducting parental interviews 
where necessary 

• Identify professional learning needs for Student Wellbeing Team members in consultation with the 
Deputy Principal and the Professional Learning Team 

• Review of students under 2.9 Transition each year and coordinate Support Mentoring with Educational 
Services 

• Review of students under 2.10 Extraordinary Circumstances each year by liaising with the Learning and 
Wellbeing Adviser from Educational Services 

• Other duties as negotiated with the executive 
• Leading and Managing the School responsibilities 
• Development of Behaviour Support and/or Risk Management Plans 
 

Head Teacher Welfare (Years 7–9) 
• Oversee student achievement including promotion and organisation of student merit system including 

maintaining records and issuing merit awards 
• Follow up referrals from Student Wellbeing Team and HT Secondary Studies (Years 7-9 with Middle 

School Years 7-10) and implement interventions as necessary, eg Home School Liaison Officer (HSLO) 

• Responsibility of individual health care plans/ASCIA Action plans and emergency care/response plans 
(when required) 

• Supervise LGBTQI++ Coordinator and Social Justice Coordinators 
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Head Teacher Welfare (Year 10) 
• Supervise Student Leadership Coordinator (SLG) and Pregnant Girls and Young Parents Coordinator 
• Follow up referrals from Student Wellbeing Team and HT Secondary Studies (Year 10) and implement 

interventions as necessary, eg HSLO 
• Responsibility for students requesting Part Programs in consultation with Head Teacher Secondary 

Studies (Year 10) and Deputy Principal for Year 10 
• Oversee whole school individual health care plans / ASCIA Action plans and emergency care / response 

plans 
 

Head Teacher Welfare (Years 11–12) 
• Supervise Transition Coordinators, Girls Coordinator and Boys Coordinator, Student Support Officer 

• Follow up referrals from Student Wellbeing Team and HT Secondary Studies (Years 11-12) and 
implement interventions as necessary 

• Responsibility for students requesting pathways programs 
• Responsibility of individual health care plans/ASCIA Action plans and emergency care/response plans 

(when required) 
• Refer student who are leaving school to the Support Teacher Transition for Post School Options. 

 
b) Year Adviser 
Year Advisers, as members of the Student Wellbeing Team, have an overall support role for students and 
supervisors, including the following. 
• Teach students 
• Record student welfare information on Roll Call card on the school database (DELTA), as appropriate 
• Identify students of welfare concern, for flagging on DELTA 
• Assist Head Teachers, teachers and Learning Support Team to review appropriate curriculum patterns 

(including Individual Education Plans and Personalised Learning Plans) and support strategies for each 
student 

• Complete a welfare review of their students each term 
• Provide advice and/or refer students to relevant person regarding subject selection and NESA 

requirements 
• Participate in Learning Support Team meetings as required 
• Organise and/or participate in coordinated support meetings as required 
• Liaise with teachers and Head Teachers to develop welfare support strategies to foster increased 

engagement for students of concern 
• Create Movement Forms and Student Contacts in DELTA to inform relevant staff of specific issues and 

student needs 
• Organise and/or participate in coordinated support meetings at school level to support the welfare and 

engagement of students 
• Communicate student welfare and engagement concerns to students’ supervisors, Head Teachers 

Welfare, School Counsellor, and Department personnel 
• Liaise with Head Teachers regarding student awards and present them at Presentation Day 
• Respond to Centrelink requests from parents/supervisors in consultation with the Head Teacher Welfare 
• Liaise and communicate with parents/supervisors in regard to their child’s learning and wellbeing needs 
• Refer curriculum matters to all Head Teachers of subjects for followup.  
• Other duties as negotiated with the executive.  
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c) Girls Coordinator 

Responsible for supporting the school executive on issues regarding girls, including the following. 

• Teach students 
• Identify girls who are disengaged, through referrals from teachers, Student Wellbeing Team, Learning 

Support Team and student reviews. Maintain a record of interventions in the Student Welfare Folder. 
Record information, where necessary, on the Roll Call ‘cards’ or Student Contacts in DELTA and 
communicate information to all relevant stakeholders 

• Conduct regular Field Service Visits to support the girls and their families 
• Organise the Girls’ Day In and other activities for girls 
• Alert girls in the school to activities and other relevant matters 
• Organise girls to attend leadership courses 
• Attend Student Wellbeing Team meetings 
• Support and be actively involved in welfare initiatives including Harmony Day and Diversity Day 
• Build on community support and networks to encourage girls to collaborate with staff, parents, carers and 

the community in the development of various programs and events 
• Provide a record each term for Head Teachers Welfare and senior executive of activities, achievements 

and interventions with girls 
• Other duties as negotiated with the executive 

Note: This position includes a 0.1 allowance (40 days) and a DoE financial allowance. It is expected that a 
minimum of 20 of the days will be used for field service visits to support girls’ engagement. 
 

d) Boys Coordinator 

• Responsible for supporting the school executive on issues regarding boys, including the following. 
• Teach students 
• Identify boys who are disengaged, through referrals from teachers Student Wellbeing Team, Learning 

Support Team and student reviews. Maintain a record of interventions in the Student Welfare Folder. 
Record information, where necessary, on Roll Call ‘cards’ and/or in Student Contacts on DELTA and 
communicate information to all relevant stakeholders 

• Conduct regular Field Service Visits to support the boys and their families 
• Organise the Boys’ Day In and other activities for boys 
• Alert boys in the school to activities and other relevant matters 
• Organise boys to attend leadership courses 
• Attend Student Wellbeing Team meetings 
• Support and be actively involved in welfare initiatives including Harmony Day and Diversity Day 
• Build on community support and networks to encourage boys to collaborate with staff, parents, carers 

and the community in the development of various programs and events 
• Provide a record of activities, achievements and interventions with students each term for Head 

Teachers Welfare and senior executive 
• Other duties as negotiated with the executive 
Note: This position includes a 0.1 allowance (40 days). It is expected that a minimum of 20 of the days will be 
used for field service visits to support boys’ engagement. 
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e) Transition Coordinator 
• These positions are appointed through discussion with the Head Teachers Welfare and Deputy 

Principals 
• Liaise with Year Advisers, Head Teachers Welfare, Head Teacher Administration (Enrolments) and the 

Learning Support Team to identify newly enrolled and/or targeted students who need support to engage 
with Sydney Distance Education High School 

• Conduct field service visits for these students to explain school processes and procedures to the 
students and their supervisors 

• Explain expectations of studying via distance, demonstrate use of elearning, set up school email account 
and go through What Works for You video 

• Keep a written record of all interventions and save all information in the online Welfare folder. Enter all 
relevant information on Roll Call ‘cards’ on the school’s database DELTA 

• Work closely with the Transition/Careers Advisers to support the transition of students to post school 
options including TAFE, private providers and employment 

• Evaluate the program at the end of each year 
• Transition Checklist, Appendix 7 outlines the types of support provided to students through the Transition 

Coordinator 
 
f) Pregnant Girls & Young Parents Coordinator 

Responsible for supporting the school executive on issues relating to pregnant girls & young parents 

• Identify pregnant girls & young parents who are disengaged through referrals and through 
communication with the faculties 

• Keep in contact with student and conduct regular field service visits to girls to increase engagement and 
support them in their learning 

• Record all interventions on DELTA and communicate information to all relevant stakeholders 
• Attend student Wellbeing Meetings 
• Refer pregnant girls & young parents to community agencies for further support and intervention 
• Implement Personalised Learning and Support Plan for all pregnant girls & young parents and conduct 

coordinated support meetings with staff in relation to strategies implemented 
• Use community resources to create opportunities to further support identified students and their families 
• Liaise closely with family and relevant welfare team members to organise leave for identified student and 

support them upon return ensuring continuity of their education 
• Support students in transitioning to post school options including TAFE, private providers and 

employment 
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g) Aboriginal Education Coordinator 

• Oversee, monitor and evaluate the Personalised Learning Plans (PLPs) for Aboriginal and Torres Strait 
Islander (ATSI) home students at Sydney Distance Education High School in collaboration with staff, 
executive and Learning Support Team. In accordance with DoE policy, all Aboriginal students at SDEHS 
must have a Personalised Learning Plan developed for them as soon as possible after initial enrolment. 
Maintain PLPs online in Student Welfare Folder 

• Lead Aboriginal Education Team, which includes DP (7–9), with minuted meetings at least once a term 
• Maintain a log of all contact with ATSI students who are in need of learning support using NAPLAN data 
• Liaise with community organisations, parents, carers and staff to create effective networks to improve 

educational outcomes for ATSI students 
• Raise awareness of professional development to increase awareness of Aboriginal histories, cultures 

and perspectives across the school community 
• Contribute to the development of school plans and policies to ensure that they comply with NSW 

Department of Education policies in regard to Aboriginal Education 
• Oversee the Aboriginal mentoring program 
• Facilitate applications for ATSI funding and apply for ATSI awards and promotions that are available from 

non-school sources 
• Involve students in tutoring through the Galuwa Scholarships and the Norta Norta Program 
• Support and encourage ATSI students to participate in other programs including the DoE Koori Art 

Expressions Exhibition 
• Connect Aboriginal students and families to DoE Aboriginal Education teams 

 
Note: This position includes a 0.2 allowance (40 days). It is expected that a minimum of 20 of the days will be 
used for field service visits to support student engagement and development or refinement of PLPs. 

h) Out of Home Care Coordinator 

This position is appointed through consultation with the Head Teachers Welfare and Deputy Principals. 

In accordance with DoE policy, all SDEHS students in statutory Out of Home Care must have an education 
plan developed for them within 30 school days of enrolment or of being identified by the school as being in out 
of home care. 

The Out of Home Care Coordinator liaises with the relevant DoE personnel and external Out of Home Care 
organisations to develop the Out of Home Care Education Plan for the student. Ongoing monitoring of the 
student is conducted by the Year Advisers and the education plan is reviewed annually. 

Teachers of students in residential Out of Home Care placements should speak with the Year Adviser and 
school Out of Home Care Coordinator before going on a Field Service Visit to the residential placement. 
Alternatively, teachers can arrange with the supervisors for the visit to take place at the Out of Home Care 
offices. Students in Out of Home Care have an ‘indicator’ on their DELTA record to alert staff as required. 
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i) LGBTQIA+ Support Coordinator 

• Responsible for supporting the school executive on issues regarding LGBTQIA+ students, including the 
following. 

• Teach students 
• Support the engagement and wellbeing of home students who openly identify as LGBTQIA+ through 

referrals from teachers, the Student Wellbeing Team, Learning Support Team, students reviews and on 
enrolment. Maintain a record of interventions in the Student Welfare Folder Record information, where 
necessary, on Roll Call cards and/or in Student Contacts on DELTA and communicate information to all 
relevant stakeholders. 

• Conduct regular Field Service Visits to support LGBTQIA+ students and their families. 
• Take part in organising Diversity Day and other activities for LGBTQIA+ students. 
• Provide information to students and/or parents regarding community event and external services 

specialising in LGBTQIA+ youth supports  
• Refer name change requests to Deputy Principal of the appropriate Stage level.  
• Provide and promote a learning environment where LGBTQIA students feel safe and supported.  
• Attend Student Wellbeing Meetings 
• Build on community support and networks to encourage LGBTQIA+ students to collaborate with staff, 

parents, carers and the community in the development of various programs and events. 
• Provide information and support to the school community on best practice for supporting LGBTQIA+ 

students at school.  
• Ensure support and inclusivity of LGBTQIA+ students in all school activities. 
 
j) Student Support Officer 

Primary purpose of the role: 
The Student Support Officer at SDEHS reports directly to Head Teacher Welfare (11-12) in consultation with 
DP (11-12) and works with targeted students (and groups) as identified and referred by the SDEHS Wellbeing 
and the Learning and Support Teams.  

The Student Support Officer has a pivotal role in working collaboratively with SDEHS staff, students, families 
and external agencies to enhance student wellbeing and learning outcomes. This may be through creating 
referral pathways for students and families to child and family support agencies as part of a coordinated 
approach by the Wellbeing and Learning and Support Teams. 

Specific Roles & Responsibilities at SDEHS: 
• Work collaboratively with and take direction from the Head Teachers Welfare and other members of the 

Wellbeing and Learning and Support Teams. 
• Facilitate the Community Connections Program  
• SSO to work closely with those students and their families, offering wellbeing support, referring to 

community services and ensuring all interventions are recorded and communicated to the relevant Head 
Teacher Welfare. This may be facilitated by phone calls, home visits, school/hub meetings. 
Interventions/communication with staff members may be through TEAMS group. 

• Attend field service visits in a support role with other staff members where the need is identified. 
• Work collaboratively with the School Counsellor and the Aboriginal Student Coordinator and 

support/mentor/offer intervention to identified students requiring support. 
• Work with students at the Learning Hubs and implement strategies to increase school engagement  
• Assist with learning  
• Provide and gather information to support students and their families to enhance wellbeing within best 

practice guidelines. 
• Run small group workshops/programs in hubs addressing identified school needs. 
• Work in consultation with Head Teachers Welfare to ensure the school’s implementation of the 

Department’s Mandatory Reporting Guidelines. 
• Be in attendance at hubs: Wednesdays and Fridays Woolloomooloo 

 Mondays Miranda 
 Every alternate Tuesday Ingleburn 
 Every alternate Thursday Glenbrook 
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4.7 Awards and Recognition 
The school is active in encouraging and supporting students’ efforts and recognising their achievements. 

Teachers may do this in a number of ways including providing feedback to students for the coursework they 
submit, putting stickers on the work, and through the school’s Student Award and Recognition process. 
 

Achievement Award Scheme/Badges on elearning 
The Student Award and Recognition process seeks to identify and reward students who make significant and 
positive efforts in academic performance, service and leadership, and participation and representation at 
SDEHS. 

The school is committed to: 

• Reward students for sustained effort and achievement of excellence 
• Encourage all students to do their best 

 
The Student Award and Recognition process has five levels. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Gold Award 
Awarded when a student who has a Silver Award emails a 
screenshot of another 10 badges on elearning to the Year 

Adviser or sends in another 10 Achievement Awards to the 
school. A student who receives this award is invited to a 

morning tea or to the Annual Gold Award picnic. 

Silver Award 
Awarded when a student who has a Bronze Award emails  

a screenshot of another 10 badges on elearning to the  
Year Adviser or sends in another 10 Achievement Awards 

to the school. 

Bronze Award 
Awarded when a student emails a screenshot of 10 badges on 

elearning to the Year Adviser or sends 10 Achievement  
Awards to the school. 

Aqua Award 
Awarded when a student emails a screenshot of 10 badges on 

elearning to the Year Adviser or sends 10 Achievement  
Awards to the school. 

Achievement Award/Badges on elearning 
Issued by teachers rewarding students for sustained effort and 

achievement of excellence. 

Year Adviser’s Award 
Issued by Year Adviser after Student Review for 
excellent effort/improvement in schoolwork or 

engagement. 
A Year Adviser award can be presented to 

receive 5 badges on elearning. 

Principal’s Commendation 
Issued by the Principal after Student Review 
to a student who has achieved outstanding 

results across all subjects. 
It may also be awarded to a student on the 

recommendation of a staff member for 
outstanding effort in any area of school life. 
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The awards are not cumulative and expire at the end of any year. All students receive a personal chart on 
which they can record their progress. 
 

National and state awards 
At our annual Presentation Days, held in Term 4, a number of external awards are presented, including the 
Caltex All-rounder Award and the Long Tan Award. In addition, students are acknowledged individually where 
they have received national awards, including in the national mathematics, science and English competitions, 
and state awards including for the Premier's Volunteer Recognition Program, as well as some VET (Vocational 
Education and Training) Awards. 

Other school based awards (eg additional recognition for student volunteers, community service, some school 
based VET Awards, and those for participation in school activities) are not acknowledged individually but are 
placed in students’ award folders which they receive at the Presentation Day. 
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4.8 Referring On – a Quick Guide for Teachers 
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4.9 Leadership Opportunities 
Sydney Distance Education High School provides opportunities for all students to engage in leadership 
activities, which not only increase their skills, knowledge and confidence but also enhance their learning and 
support them in achieving their goals. 

Students are encouraged to engage in leadership opportunities including attendance at camps, leadership 
conventions, Harmony and Diversity Days, Presentation Days and involvement in the Student Leadership 
Group (SLG) and student leadership meetings. 

 

4.10 Students of Welfare Concern 
For Students of Concern: Identification and Notification Procedures 

• Any member of the school community who becomes aware of a welfare issue concerning a student 
should notify the Year Adviser, Head Teachers Welfare or the Principal. In the case of a Child Protection 
issue, the Head Teacher Welfare or School Counsellor must be informed and will make a report to 
Community Services as appropriate on behalf of the Principal 
 

• Students who have been identified with a welfare concern by Year Advisers, Head Teachers Welfare and 
the School Counsellor have an indicator put on their record card in DELTA, the school’s database. Year 
Advisers record information regarding the concern on the student’s Roll Call ‘card’ or in Student Contacts 
 

• A Student Welfare Concern List is then generated and may be discussed at the Student Wellbeing Team 
meeting. Appropriate interventions are planned. Where appropriate, the Keep Them Safe reporting guide 
is used 
 

• The Head Teacher Welfare gives additions to and deletions from the Welfare Concern List to SASS for 
changes to DELTA. Teachers of students who have been flagged as being of  Welfare Concern should 
read the Roll Call ‘card’ before making any student contact, and may call the Year Adviser for further 
information 
 

This process alerts school staff to students who are currently experiencing particular difficulties with health, 
educational, social or other personally significant issues and that the special circumstances of these students 
have been brought to the attention of the school’s Student Wellbeing Team by Year Advisers, Head Teachers, 
teachers or the School Counsellor. 

It is intended that marking the student’s card where there is a welfare concern makes the information readily 
available to all staff and aims to increase the level of support available to the student from the school 
community. It also underlines the important role schools have in promoting the health and wellbeing of their 
students. 

All members of the school community are encouraged to refer students to the Student Wellbeing Team as 
appropriate. Meetings are held every fortnight. 
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4.11 Student Welfare Referral Process 

 where there is a concern* 
 
 
 

 

Note:  
1. When consulting the Mandatory Reporter Guide, print off the final decision page and place a copy in the 

Student File and give a copy to the Principal. 

2. * Keep Them Safe reports are made where required. 
3. All reports to Family and Community Services (FACS) or to the Child Wellbeing Unit (CWU) must be 

communicated on the day they are made by email to the Principal. 
4. All documentation related to communication with FACS or CWU must be collated in order of date with 

the Reporting to Family and Community Services (FACS) or Child Wellbeing Unit (CWU) Information 
Summary (Attachment 8) and the CWU green reporting form stapled to the front of the documentation. 
The documentation is given to the Principal as soon as possible within two days of being finalised. When 
not finalised within two weeks, all documentation is provided to the Principal at the end of the two weeks, 
with a minimum of fortnightly written updates until finalised. 

5. ** Where appropriate the Principal communicates with senior officers in DoE and other appropriate 
agencies. 

6. See Legal Issues Bulletin 59 – Interim (Attachment 9) 
  

Teachers 
 
 
Year Advisers 

Principal** 

Parent / Carer / Teacher / Roll Call Teacher / Student  
 

Year Adviser 
Head Teacher Faculty 

 
 

Head Teacher Welfare* 

Student Wellbeing Team Counsellor* 
 

Principal** 

Report back to Staff 

DoE Support 
Personnel 

Deputy Principal* 
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4.12 Supporting Student Health 
 

4.12.1 Individual Health Care Plans and Emergency Care/Response Plans for 
students with health conditions including allergies and anaphylaxis 

The health and wellbeing of students in this school is a priority. Students may have a range of health care 
needs and these may change over time. 

Parents and carers are asked to provide information about their children’s health both on enrolment and on an 
ongoing basis. 

Parents and carers communicate with the school to develop an Individual Health Care Plan if their child has an 
allergy or health condition and must provide an ASCIA Action Plan for Anaphylaxis, provided by the student’s 
doctor if the student is at risk of anaphylaxis. 

Individual health care plans should be developed for the following. 

• Severe asthma, type 1 diabetes, epilepsy and anaphylaxis 
• Any student who is diagnosed as being at risk of any emergency 
• Any student who requires the administration of specific health care procedures 

Emergency Care/Response Plans may be developed. This is developed by the Head Teacher Welfare in 
consultation with the parent/carer. 

Sydney Distance Education High School seeks updated student health information from parents/carers 
annually or when the school is notified that a child’s health needs have changed. All students with individual 
health care plans, which include advice and procedures for response, are tagged on the school’s database and 
hard copies of the plans are displayed in reception, the staff common room, the library, all staff rooms and 
hubs. ASCIA Action Plans for students at risk of anaphylaxis and Emergency Response Plans for other health 
conditions are also displayed. 

Students enrolled at Centre Schools and Single Course Students will provide our Sydney Distance Education 
High School with Health Care Plans created by their ERN school for our records. 

4.12.2 Mandatory training requirements for anaphylaxis training 

Anaphylaxis training is mandated for all permanent, temporary and casual employees who work in schools. 
SDEHS provides specialist anaphylaxis face to face training developed by NSW Health and ASCIA, delivered 
by a nurse educator every two years. The following information is provided by the Department of Education. 

Step 1:  All staff must undertake the ASCIA anaphylaxis e-training. It is essential that this course is completed 
in conjunction with practice using adrenaline autoinjector (EpiPen) trainer devices. 
Go to https://etraining.allergy.org.au to complete the course. This will take you to the ASCIA 
anaphylaxis e-training website. 

Step 2:  Submit a copy of certificate on arrival at school. This will be entered on the school’s mandatory 
training register and the school’s database. The certificate is valid for two years. 

Step 3: Complete the face-to-face Anaphylaxis Training. Training sessions are organised annually at the 
school by qualified trainers. 

EpiPens are located in a number of designated areas in the school. These locations are indicated on a chart 
clearly displayed around the school.  

https://etraining.allergy.org.au/
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4.12.3 Mandatory training requirements for administration of prescribed 
medications at school 

Administration of prescribed medication training (e-APMAS) is mandated for all permanent, temporary and 
casual employees who volunteer to administer prescribed medication to students at school. 
At SDEHS, this training is accessed online. e-APMAS has been added to My PL@Edu as a developed course, 
DV02112. The following information is provided by the Department of Education.  

• The administration of prescribed medication at school course consists of information regarding 
Departmental policy and a range of related resources. Also included are the procedures to be followed 
within schools that facilitate the safe administration of prescribed medication to students, including 
asthma treatments and anaphylaxis procedures. 

Step 1:  Employees who are responsible for administration of prescribed medication at school go to the 
(e-APMAS) course available from the Department's intranet through the following link:  
https://detwww.det.nsw.edu.au/lists/directoratesaz/proflearn/eapmas/index.html 

Step 2:  Complete the course and print the certificate. 

Step 3:  Submit a copy of the certificate to the school office. This will be entered on the school's 
mandatory training register and the school's database. The certificate is valid for three years. 

A compliance register with names of staff currently training in CPR, Prescribed Medication or as First Aid 
Officer is held in a folder in the Strongroom. This should be checked for currency when teachers preparing for 
excursions. 
 

4.12.4 Mandatory training requirements for emergency care 

Emergency care training is mandated for all permanent temporary and casual employees who work in schools. 
At SDEHS, this training is accessed online. The following information is provided by the Department of 
Education. 

• The online e-Emergency care course consists of three parts, each of which must be successfully 
undertaken to print the certificate of completion. The online e-Emergency care course can be accessed 
through My Applications on the DoE portal as follows. 

Step 1:  Go to https://www.det.nsw.edu.au/proflearn/ecare/index.html to complete the course and print 
the certificate. 

Step 2:  Submit a copy of certificate on arrival at school. This will be entered on the school’s mandatory 
training register and the school’s database. The DoE course must be completed at least once 
every three years. 

  

https://detwww.det.nsw.edu.au/lists/directoratesaz/proflearn/eapmas/index.html
https://www.det.nsw.edu.au/proflearn/ecare/index.html
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4.12.5 Checklist for a student identified as having an allergy, including a risk of 
anaphylaxis 

 

Please note: references to Appendices below refer to those in Anaphylaxis Procedures for Schools 2012, 
copied in Attachment 2 of this document. 
 
Actions Response 
A copy of the form Students with allergies, Appendix 1 has been provided to the 
parent  SASS to post 

Parent has been provided with Information for Parents and Carers of students at risk 
of anaphylaxis, Appendix 2  SASS to post 

Parent has provided school with completed:  
• Authorisation to contact doctor form, Appendix 3 
• Severe Allergies – Information from the doctor form, Appendices 4 

SASS to post 

Contact with parent made to discuss arrangements for supporting their child at school  HT Welfare 

Risk minimisation strategies developed and documented  HT Welfare 

Individual health care plan and emergency care/response plan (when required) 
developed and documented  HT Welfare 

Parent has provided school with an ASCIA Action Plan for Anaphylaxis, completed 
and signed by the doctor  Parent/carer 

Communication strategy developed and implemented  HT Welfare (Year 10) 

Training needs of staff addressed  Professional Learning 
Team 

School has system in place for review of the student’s Individual Health Care Plan, at 
least annually  HT Welfare (Year 10) 

School has system in place for keeping records in relation to anaphylaxis and support 
for the student.  DP (10) 
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4.12.6 Processes for students who are sick at school or at a Learning Hub 

Sydney Distance Education High School assist students who have health support needs at school by means 
that include the provision of first aid (including emergency care), the provision of temporary care when students 
become unwell at school, the administration of prescribed medications and health care procedures, and the 
development of individual health care plans if required. Students who become unwell at Sydney Distance 
Education High School or at a Sydney Distance Education Learning Hub are best transferred to the care of 
parent/carer. The aim of care given at Sydney Distance Education High School and our Learning Hub to such 
students is to make them comfortable in the interim. 
 
At Sydney Distance Education High School, the following processes are used: 
 
• In all cases where a student is unwell at school, the school's first aid officer is notified so they can assess 

the student and keep a record of the event and any treatment administered in the First Aid Register. At 
the off-site Learning Hubs, the teacher performs this role and notifies the Learning Hub Coordinator and 
front office at school. 

• Follow directions as stated in Individual Health Care Plans. 
• In a medical emergency, an ambulance is phoned. This includes in the case of anaphylaxis or if 

stipulated in a student's Individual Health Care Plan. 
• Parents/supervisor if contacted and if they are not contactable, the emergency contact is contacted so 

that the student can be collected from school or Learning Hub. 
• Sick bay officer monitors student at school until parent collects. The Learning Hub teacher monitors 

student until student is collected. 
• In the event that the parent/ supervisor or emergency contact is not contactable, teacher is to inform a 

Deputy Principal or Principal for advice. 
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4.12.7 Excursions and Study Days 

All Individual Health Care Plans and ASCIA Action Plans are kept in a folder specifically for reference on 
Excursions and Study Days. The organising teacher is required to collect the folder whenever an identified 
student is attending. The folder must be returned at the end of the activity. 

 

  
Individual Health Care Plan and ASCIA Action Plan 

procedures for students at risk of anaphylaxis 

Student identified via DoE Enrolment Form (page 7), or parent notification 
after enrolment, as being at risk of anaphylaxis 

• SASS data entry staff informs Head Teacher Welfare (Year 10) via email 
• Information for parents and carers of students at risk of anaphylaxis and 

other health conditions, including Appendices 2, 3, 4 and 6 from 
Anaphylaxis Procedures for Schools, 2012 sent by SASS to parent/carer 
for completion and to be returned to SDEHS 

HT Welfare contact parent/carer to develop an Individual Health Care Plan 
and supports the parent/carer in returning to SDEHS: 
– Emergency Care/Response Plan (when required) 
– Appendices 1, 3, 4 and 6 completed, signed and dated 
– The students colour ASCIA Action Plan and colour passport photo 
HT Welfare (Year 10) ensures the plans are signed by Principal 

• Completed Individual Health 
Care Plan filed in strong room 

• Cover page of Individual 
Health Care Plan and the 
ASCIA Action Plan displayed 
in central locations: reception, 
staff common room, library, 
staff rooms and hubs 

Student tagged on 
DELTA by SASS 

as being at risk of anaphylaxis and 
name added to Excel spreadsheet 

• HTs Welfare (Year 10) completes checklist for a student who identifies with 
an allergy including anaphylaxis (Appendix 13) 

• HTs Welfare follow up and inform Student Wellbeing Team and whole 
school where appropriate 

• HT Welfare (Year 10) responsible for annual review of plans 

Please note: references to Appendices below refer to those in Anaphylaxis Procedures for 
Schools 2012, copied in Attachments 2 & 3 of this document. 
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Individual Health Care Plan for students with health 
conditions (NOT including Anaphylaxis) 

Student tagged on 
DELTA by SASS 

as having a health/medical condition 

• Completed Individual Health 
Care Plan filed in strong room 

• Cover page of Individual 
Health Care Plan and any 
emergency care/response 
plan eg Epilepsy/Asthma 
Response Plan displayed in 
central locations: reception, 
staff common room and 
library, staff rooms and hubs. 

• SASS data entry staff informs Head Teacher Welfare (Year 10) via email 
• Information for parents and carers of students at risk of anaphylaxis and 

other health conditions, including Appendix 3: Authorisation to contact 
doctor sent by SASS to parent/carer for completion and to be returned to 
SDEHS. Parents also asked to supply any additional colour copies of 
emergency care/response plans or health information eg Asthma 
Management Plan 

• HTs Welfare follow up and inform Student Wellbeing Team and whole 
school where appropriate 

• HT Welfare (Year 10) responsible for annual review of plans 

HT Welfare contacts parent/carer to develop an  
Individual Health Care Plan and supports the parent/carer in returning Appendix 3 

and a colour passport photo to SDEHS. HT Welfare (Year 10) ensures plans 
are signed by Principal 

Student identified via DoE Enrolment Form (page 7), or parent notification 
after enrolment, as having a health condition (not including anaphylaxis) 

 
* Note: if a student has more than one health condition of which anaphylaxis is 
one, follow processes for Individual Health Care Plan and ASCIA Action Plan 

procedures for students at risk of anaphylaxis (above) 

Please note: references to Appendices below refer to those in Anaphylaxis Procedures for 
Schools 2012, copied in Attachments 2 & 3 of this document. 
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4.13 Anti-bullying Policy 
The Department of Education Bullying of students Prevention and Response Policy, updated 17 January 2019 
with a range of implementation documents and support materials, is published on the department’s policy 
website.  

https://education.nsw.gov.au/policy-library/policies/bullying-of-students-prevention-and-response-policy 
 
The school’s Anti-bullying Plan for 2022 is published in this SDEHS Student Wellbeing Policy and on our school 
website. 
 

Support Materials can be accessed at: 

• https://education.nsw.gov.au/policy-library/related-documents/bias-based-bullying-factsheet.pdf 
• https://education.nsw.gov.au/policy-library/policies/code-of-conduct-policy 
• https://education.nsw.gov.au/policy-library/policies/complaints-handling-policy 
• https://antibullying.nsw.gov.au/ 
• https://education.nsw.gov.au/policy-library/policies/student-discipline-in-government-schools-policy 
 
4.13.1 What is bullying?  

Bullying has three main features: 

• involves a misuse of power in a relationship 
• is ongoing and repeated, and  
• involves behaviours that can cause harm. 

Bullying can happen in person or online, and it can be obvious (overt) or hidden (convert). 

Bullying can have a lasting impact on everyone involved, including those who witness it. That it is important to 
work together to create safe school communities for everyone. 

Some behaviours, while not bullying, are conflicts that still need to be addressed and resolved. 

Examples include: 

• mutual arguments and disagreements (where there is not power imbalance) 
• not liking someone or a single act of social rejection 
• one-off acts of meanness or spite 
• isolated incidents of aggression, intimation or violence. 

 
Bullying can also happen online using technology such as the internet or mobile devices. This is known as 
online bullying or cyberbullying. 
 
  

https://education.nsw.gov.au/policy-library/policies/bullying-of-students-prevention-and-response-policy
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A person can be bullied about many different things such as how they look, sound or speak; their background, 
religion, race or culture including Aboriginality; having a disability; their sex; because they are lesbian, gay, 
bisexual, transgender, and/or intersex (LGBTI); their size or body shape or any other ways they may be  
different. 
 
Some students are bullied about their academic or sporting achievements or hobbies. 
 
Bullying behaviour can be: 

• verbal including name calling, teasing, abuse, putdowns, sarcasm, insults, threats 
• physical including hitting, punching, kicking, scratching, tripping, spitting 
• social including ignoring, excluding, ostracising, alienating, making inappropriate gestures 
• psychological including spreading rumours, dirty looks, hiding or damaging possessions, malicious 

SMS and email messages, inappropriate use of camera phones 
• online (or cyber) bullying can impact on all the above. 

The school has a range of policies and practices, which apply to student behaviour generally. The school’s 
Anti-bullying Plan sets out the processes for protecting, preventing, early intervention and responding to 
student bullying. 

What bullying is not 

A single incident or disagreement between peers is not bullying. However, these behaviours may lead to 
bullying and should be resolved. 

In the classroom 
Teaching and supporting diversity in the classroom. 
https://antibullying.nsw.gov.au/educators/Preventing-and-responding-to-bullying/in-the-classroom 

On the playground 
A whole-school approach to preventing bullying behaviour on the playground and other environments. 
https://antibullying.nsw.gov.au/educators/Preventing-and-responding-to-bullying/on-the-playground 

Online 
Recognising and responding to online bullying and related resources for educators. 
https://antibullying.nsw.gov.au/educators/Preventing-and-responding-to-bullying/sample-menus 

Student voice 
How to encourage student voice and turn bystanders into upstanders. 
https://antibullying.nsw.gov.au/educators/Preventing-and-responding-to-bullying/Student-voice-Student-action 
 

Preventing Bullying 

Whole-school approaches to preventing bullying focus on a supportive, caring respectful teaching and learning 
community. Preventing and responding to bullying behaviour in learning and working environments is a shared 
responsibility of the whole school community.  

School staff members have a responsibility to: 

• respect and support students 
• model and promote appropriate behaviour  
• have knowledge of school and departmental policies relating to bullying behaviour 
• respond in a timely manner to incidents of bullying according to the school’s Anti-bullying Plan 

  

https://antibullying.nsw.gov.au/educators/Preventing-and-responding-to-bullying/in-the-classroom
https://antibullying.nsw.gov.au/educators/Preventing-and-responding-to-bullying/on-the-playground
https://antibullying.nsw.gov.au/educators/Preventing-and-responding-to-bullying/sample-menus
https://antibullying.nsw.gov.au/educators/Preventing-and-responding-to-bullying/Student-voice-Student-action
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In addition, teachers have a responsibility to: 

• provide curriculum and pedagogy that supports students to develop an understanding of bullying and its 
impact on individuals and the broader community. 

• Students have a responsibility to: 
• behave appropriately, respecting individual differences and diversity  
• behave as responsible digital citizens  
• follow the school Anti-bullying Plan  
• behave as responsible bystanders  
• report incidents of bullying according to their school Anti-bullying Plan 

 

Parents and caregivers have a responsibility to: 

• support their children to become responsible citizens and to develop responsible on-line behaviour 
• be aware of the school Anti-bullying Plan and assist their children in understanding bullying behaviour 
• support their children in developing positive responses to incidents of bullying consistent with the school 

Anti-bullying Plan 
• report incidents of school related bullying behaviour to the school  
• work collaboratively with the school to resolve incidents of bullying when they occur 

 

All members of the school community have a responsibility to prevent bullying in schools. 

Strategies may include: 

• model and promote positive relationships that respect and accept individual differences and diversity 
within the school community 

• support the school’s Anti-bullying Plan through words and actions 
• work collaboratively with the school to resolve incidents of bullying when they occur 

 
4.13.2 Online (or cyber) bullying 

Online bullying is using technology such as the internet or mobile devices to bully someone. It can include: 

• sending abusive text messages and emails 
• posting hurtful or threatening material on social media like Instagram, Facebook, Twitter and Snapchat, 

or on gaming networks 
• imitating or excluding others online 
• tagging inappropriate or unflattering images 
• threatening another person to do something such as sending revealing images. 
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Online bullying is generally covert in nature and kept out of sight from adults. This means that it is identified 
less often than overt forms of bullying. Signs that someone may be being bullied online include: 

• an increased preoccupation with social media or technology 
• visible tiredness 
• being visibly upset after using the computer or mobile phone 
• avoiding the use of technology 
• being more vigilant and checking technology constantly 
• nervousness while using technology 
• being more withdrawn 
• a change in engagement or school attendance patterns. 

 
https://esafety.gov.au/esafety-information 
 
  

https://esafety.gov.au/esafety-information
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4.13.3 Anti-bullying Plan 

Sydney Distance Education High School is committed to providing a safe and secure environment for all 
members of the school community. We respect at all times individual differences and the rights of others. 

At Sydney Distance Education High School, we believe that every person: 

• has the right to learn in a safe environment 
• should respect and value others 
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4.13.4 Anti-bullying action flowchart 

 
  

PLEASE REPORT UNACCEPTABLE BEHAVIOUR TO THE SCHOOL 
• Bullying including online or cyberbullying 
• Harassment 
• Threats 
• Belittling 
• Teasing 

TEACHER ACTION 
• Documents, collects evidence and statements, refers to Head Teacher Faculty or a Deputy Principal 
• Implements School Anti-bullying Plan 

HEAD TEACHER WELFARE – POSSIBLE 
ACTIONS 

• Student counselling, monitoring and support 
• Referral to school support services, where 

necessary, as appropriate 
• Referral to Senior Executive* 

YEAR ADVISER ACTION 
Student counselling, 

monitoring and support 

STUDENT WELLBEING TEAM REFERRAL 

POSSIBLE COUNSELLOR ACTION 
• Counselling 
• Referral to external agencies 
• Referral to other educational support services 
• Referral to Principal *(advice, suspension, expulsion) 

COUNSELLOR REFERRAL 

*THE SENIOR EXECUTIVE IS INVOLVED IN ALL PROCESSES WHICH MAY LEAD TO 
SUSPENSION OR EXPULSION 

HEAD TEACHER AND DEPUTY PRINCIPAL - POSSIBLE ACTIONS 
• Counselling 
• Supervisor contact 
• Mediation 
• Risk Management Plan (where necessary) 
• Referral to Principal* (advice, suspension, expulsion) 
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4.14 Responsible Use of Technology 
 

4.14.1 Email messaging 

At Sydney Distance Education High School, the following procedures are followed in relation to email 
messaging. 

Within elearningThe elearning Team conducts weekly reviews of all message logs.  
Any incident of inappropriate use is reported to the Head Teacher, Teaching and Learning (elearning), who 
responds as below. 
 

On a forum or wiki 
Note: This is a faculty responsibility.  
Forums and wikis should be monitored by teachers as part of their regular teaching practice. Any incident of 
inappropriate use is reported to the Head Teacher (HT) Faculty. 

Response 
The Head Teacher to whom the matter is referred then responds as follows. 

• Analyses all message logs or forum posts of each student involved 
• Contacts the student who received the inappropriate email and their supervisor and informs them the 

matter is being investigated and addressed 
• Contacts the student and their supervisor by phone and followup letter and informs them of the 

inappropriate behaviour  
• Refers perpetrator and ‘victim’ to School Counsellor for followup 
• Delivers an ultimatum:  

− If the student who sent the inappropriate email agrees in writing to behave appropriately and with 
respect in the future then they keep their messaging and forum rights 

− If the student does not respond to HT contact, or they send more inappropriate messages, then their 
messaging and forum rights are taken away, whereby the student and supervisor is contacted again 
by the HT 
 

All action is documented and kept in the students’ file and recorded on DELTA, the school database. 

 
 

4.14.2 Mobile Phones Policy 

The Department of Education publishes a number of documents related to the use of mobile phones, which 
include the following. 

• Legal Issues Bulletin No. 35: The use of mobile phones, portable computing games, tape recorders and 
cameras in schools and TAFE 

• Core Rules for Students in NSW Government Schools 
• Bullying: Preventing and responding to student bullying in school’s guidelines 
• Student Discipline in Government Schools Policy 

  

https://detwww.det.nsw.edu.au/policies/student_serv/discipline/bullying/PD20100415_i.shtml?level=
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Sydney Distance Education High School aspires to create a safe, caring school environment which promotes 
student learning and at the same time encourages students to take responsibility for their own learning and 
behaviour. 

All students who visit the school for study days or for individual lessons and students who attend school 
excursions are permitted to carry a mobile phone. During lesson time students are requested to have their 
mobile phones switched off unless there is an important reason (medical or other) for the phone to be left on. 
Permission to have the mobile phone on must be sought from the supervising teacher. 

Inappropriate use of Mobile Phones 
It is Sydney Distance Education High School policy that mobile phones are not to be used for inappropriate 
purposes, including cyberbullying, and unauthorised taking of pictures or video of other students or staff, surfing 
the net or sending emails while at the school. 

Students who do not follow the policy on mobile phones and engage in the above behaviours will have their 
phone removed and given to their supervisor. 

Students may also experience the consequences outlined in the school’s Anti-bullying Plan, which includes 
cyberbullying. 

 

4.15 Anti-racism Policy 
The Department of Education Anti-racism Policy Statement is as follows and is implemented as this school’s 
Anti-Racism Policy in the context of our school. 

1.1 The NSW Department of Education rejects all forms of racism. It is committed to the elimination of 
racial discrimination – including direct and indirect racism, racial vilification and harassment – in its 
organisation, structures and culture, in its curriculum, and in the learning and working environments 
for which it is responsible 

1.2 No student, employee, parent, caregiver or community member should experience racism within the 
learning or working environments of the Department 

1.3 Eradicating expressions of racism in learning and working environments, and challenging the 
attitudes that allow them to emerge, is the shared responsibility of all staff of the Department of 
Education 

1.4 All teaching and non-teaching staff members contribute to the eradication of racism by promoting 
acceptance of Australia's cultural, linguistic and religious diversity, challenging prejudiced attitudes 
and ensuring that sanctions are applied against racist and discriminatory behaviours 

1.5 Schools and workplaces have trained Anti-Racism Contact Officers and provide timely and 
professional responses to complaints regarding racism 
 

The school has an Anti-racism Contact Officer (ARCO) who responds to complaints about racism, as 
appropriate. Initially, concerns about racism should be raised with a Deputy Principal, who will refer the concern 
to the ARCO. 
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4.16 Procedures for managing drug related incidents at SDEHS 
Sydney Distance Education High School plays an important role in helping to prevent drug use problems 
amongst young people. Our curriculum and student welfare strategies help to strengthen protective factors and 
minimise risk factors known to be associated with drug misuse by young people. This policy covers the 
possession and use of alcohol, tobacco, vaping, Misuse of inhalants/solvents, illegal drugs and the misuse of 
over-the-counter and prescribed medications, including the supply of restricted substances, on school premises 
by students. 

Protective factors 

• a sense of belonging to SDEHS 
• having at least one close relationship with a parent, teacher, relative or mentor who 
• can provide guidance and emotional support 
• membership of a peer group that actively discourages drug use 
• a sense of self-efficacy and personal responsibility 
• well-developed social and interpersonal skills and adequate decision-making skills 
• academic success and commitment to schooling. 
 
Risk factors 

• school failure and academic difficulties 
• a high rate of absenteeism and truancy 
• a lack of commitment to schooling 
• transitions to a more impersonal, more anonymous and less protected environment. 

 

Positive links with key community agencies  
Sydney Distance Education High School maintains strong links with key community agencies to respond to 
drug related issues and reinforce the notion of community ‘ownership’ of drug issues. At Sydney Distance 
Education High School, we aim to establish proactive relationships with relevant community agencies that 
provide support services to school age community members and their families.  

Responding to information about possible drug use 
All teachers at Sydney Distance Education High School are to ensure steps are taken to protect children and 
young people against any risk of harm which is reasonably foreseeable. 

Where a teacher reasonably suspects, based on personal observation or knowledge, that a student is involved 
in drug related behaviours, the teacher must inform the Principal as soon as possible. The purpose of informing 
the Principal is to ensure that appropriate actions are taken. 

Actions include: 

• speaking with the student about concerns  
• discussing concerns with parents/carers 
• monitoring the situation  
• referring the student to the school counsellor for assessment of drug use problems  
• self-referral by the student to the school counsellor. 
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Contacting School Safety and Response Hotline 
If the incident involves illegal drugs or misuse or supply of restricted substances, The Principal at Sydney 
Distance Education High School must contact the School Safety and Response Hotline (Intranet only) on 
1300 363 778. Details will be taken and advice and support provided. 

Notifying police in matters relating to illegal drugs  
If a student is in possession of a suspected illegal substance the police must be notified immediately by the 
Principal at Sydney Distance Education High School.  

Note: There is an obligation under the Crimes Act to report the commission of a serious indictable offence or 
belief that such an offence has been committed. Some offences in relation to drugs are serious indictable 
offences. 

Summary flowchart 
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4.17 Anti-social and Extremist Behaviour 
Sydney Distance Education High School does not tolerate anti-social or extremist behaviour. If teachers 
become aware of extremist behaviour they should refer this immediately to the relevant Deputy Principal who 
will then discuss with the Principal. See Attachment 6. 

4.18 Additional Programs 
The following programs, practices and courses are offered at Sydney Distance Education High School to 
promote the protection, safety, self-esteem and welfare of students. They are regularly reviewed ensuring they 
address the welfare needs of each student in a safe, responsive and harmonious teaching and learning 
environment. Opportunities are provided for students to demonstrate success in a wide range of activities, at all 
times valuing difference and ensuring that all students are treated in accordance with their special needs. 
 

Program Responsibilities 

• All My Own Work Head Teacher Secondary Studies Years 11–12 

• Anti-bullying Head Teachers Welfare and all staff 

• Appropriate curriculum and teaching 
practices All staff 

• Careers counselling Careers Advisers 

• Disability Provisions Head Teacher Learning Support 

• Field Service Visits All staff conducting visits 

• First Aid courses PDHPE faculty 

• Girls’ and Boys’ days Student Wellbeing Team, Girls Coordinator, Boys 
Coordinator, LGBTQI++ Coordinator, PDHPE faculty 

• Habits of Mind Head Teacher Secondary Studies Years 11–12 

• Leadership courses Head Teachers Welfare, Girls Coordinator, Boys 
Coordinator 

• Mentoring programs Head Teachers Welfare 

• Merit Award system Head Teachers Welfare 

• Mind Matters Head Teachers Welfare and relevant staff 

• Mums and Bubs Girls Coordinator and Pregnant Girls and Young Parents 
Coordinator 

• Workplace Health and Safety courses TAS staff, VET staff 

• School to Work program Careers team 

• Social Justice and Volunteering activities Social Justice and Volunteering Coordinators 

• Study Skills courses All staff 

• Transition visits Transition Coordinators 

• Work experience/Work readiness programs Careers and VET teams 
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Attachment 1: 
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Attachment 2: 
 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 69 Sydney Distance Education High School 

 
 

  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 70 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 71 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 72 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 73 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 74 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 75 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 76 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 77 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 78 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 79 Sydney Distance Education High School 

 
  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 80 Sydney Distance Education High School 

 

  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 81 Sydney Distance Education High School 

Attachment 3: 
 

Locations for ASCIA Plans, 
Individual Health Care Plans/EpiPens/Ventolin 
Locations 

ASCIA/ 
Health Care 

Plans 
EpiPens* Ventolin* 

1 Strong Room (3 Excursion kits)     
2 Reception    
3 Middle School    
4 TAS    
5 Library    
6 Common Room    
7 English    
8 PE (wall near sink)    
9 E Cottage    
10 F Cottage    
11 First Aid Officer (S McNab)    
12 Hub – Glenbrook (Lower Blue Mountains) 

(2 EpiPens / Ventolins)    
13 Hub – Granville (Cumberland)  

(2 EpiPens / Ventolins)    
14 Hub – Ingleburn (South West Sydney) 

(2 EpiPens / Ventolins)    
15 Hub – Miranda (Sutherland) 

(2 EpiPens / Ventolins)    
16 Hub – Tuggerah (Central Coast) 

(2 EpiPens / Ventolins)    
17 HT Welfare (Year 10) HCP Coordinator  – – 

*  EpiPen / Ventolin are located in bags attached to walls, next to the HCPs. 
 Health Care Plan, ASCIA Action Plans are in document holder at the above locations and are 

updated regularly. 
* Junior EpiPen held at Plunkett Street Primary School. 
Revised 6-May-2021  
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Attachment 4:  

 

  



   Student Wellbeing Policy 
PDF1: SharePoint\Staff Doc\School Policies   PDF2: School website 83 Sydney Distance Education High School 

Attachment 5:  
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Attachment 6:  
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Attachment 7:  
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Attachment 8:  
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Attachment 9:  
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Legal Issues Bulletin 59 – Interim: Attachment A 

 


	1. Introduction
	2. Student Wellbeing Team
	3. Related NSW Department of Education Policies and Procedures
	4. School Policies and Procedures
	4.1 Behaviour Codes for Students
	4.2 Student dress code
	4.3 Students enrolled with a history of violence, behaviour or safety issues
	4.4 Student Attendance
	a) School based strategies to be implemented for students with poor attendance and engagement at Sydney Distance Education High School
	b) Coordinated Support for Years 7-10 students requiring Coordinated Adjustment Programs
	c) Referral to the Home School Liaison Program

	4.5 Exemption from Attendance, Enrolment, Extended Leave and Withdrawal from Enrolment
	4.6 Roles and Responsibilities
	a) Head Teacher Welfare
	School
	Head Teacher Welfare (Years 7–9)
	Head Teacher Welfare (Year 10)
	Head Teacher Welfare (Years 11–12)
	b) Year Adviser
	c) Girls Coordinator
	d) Boys Coordinator
	f) Pregnant Girls & Young Parents Coordinator
	g) Aboriginal Education Coordinator
	h) Out of Home Care Coordinator
	i) LGBTQIA+ Support Coordinator
	j) Student Support Officer

	4.7 Awards and Recognition
	Achievement Award Scheme/Badges on elearning
	National and state awards

	4.8 Referring On – a Quick Guide for Teachers
	4.9 Leadership Opportunities
	4.10 Students of Welfare Concern
	4.11 Student Welfare Referral Process
	4.12 Supporting Student Health
	4.12.1 Individual Health Care Plans and Emergency Care/Response Plans for students with health conditions including allergies and anaphylaxis
	4.12.2 Mandatory training requirements for anaphylaxis training
	4.12.3 Mandatory training requirements for administration of prescribed medications at school
	4.12.4 Mandatory training requirements for emergency care
	4.12.5 Checklist for a student identified as having an allergy, including a risk of anaphylaxis
	4.12.6 Processes for students who are sick at school or at a Learning Hub
	4.12.7 Excursions and Study Days

	4.13 Anti-bullying Policy
	Support Materials can be accessed at:
	4.13.1 What is bullying?
	What bullying is not
	In the classroom
	On the playground
	Online
	Student voice

	Preventing Bullying

	4.13.2 Online (or cyber) bullying
	4.13.3 Anti-bullying Plan
	4.13.4 Anti-bullying action flowchart

	4.14 Responsible Use of Technology
	4.14.1 Email messaging
	Within elearningThe elearning Team conducts weekly reviews of all message logs.
	On a forum or wiki
	Response

	4.14.2 Mobile Phones Policy
	Inappropriate use of Mobile Phones


	4.15 Anti-racism Policy
	4.16 Procedures for managing drug related incidents at SDEHS
	Positive links with key community agencies
	Responding to information about possible drug use
	Contacting School Safety and Response Hotline
	Notifying police in matters relating to illegal drugs

	4.17 Anti-social and Extremist Behaviour
	4.18 Additional Programs


