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1. Overview 
The School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) operates under 
the Education Act 1999 and forms part of the Statewide Services Division within the Department of 
Education Western Australia.

1.1 intrOductiOn
The School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) provides  
educational support and services for students with extreme, complex and challenging behaviours. 
Support is available across the public school system across Western Australia (WA).

Intensive support to students and consultative support to schools is delivered through 13 engagement 
centres and the Midland Learning Academy (the Academy).  The services of the engagement centres 
and the Academy are coordinated through SSEN: BE, which provides the administrative structure 
that oversees and manages these services as a statewide model of support for schools, teachers and 
students. 

Engagement Centres coordinate the K-12 provision of the following three services:
• Professional learning to improve student engagement and behaviour.
• Consultative support for schools needing additional advice on dealing with challenging behaviour 

and managing severely disengaged students and/or those with very complex needs.
• Intensive support for individual students exhibiting the most extreme, challenging and complex 

needs.

The full range of services available from engagement centres and how they can be accessed are 
detailed in the engagement centres – frequently asked questions section of the positive behaviour 
website.

The Academy is a small school model designed for highly disengaged students who are no longer 
participating in mainstream schooling and are unlikely to reengage with mainstream schooling even 
with the additional support and services provided by engagement centres.

The Academy is more informal than a standard school with students having individualised learning 
programs based on their interests and aspirations.  Teachers guide students through their program 
with the support of family and mentors.  Learning occurs on site and also involves workplace and 
community engagement related to each student’s learning goals.

1.2 visiOn, missiOn, values
Vision 
All children and young people get to lead healthy, happy and productive lives and successfully  
engage with learning. 

Mission
To provide WA public schools with equitable access to integrated and collaborative services,  
responsive to the unique needs of school communities and of students who face a range of barriers 
to learning.

http://det.wa.edu.au/supportforschools/detcms/navigation/positive-behaviour/


   SSEN: BE Handbook © School of Special Educational Needs: Behaviour and Engagement 2017               5

Values 
• Responsiveness
• Collaboration
• Equity
• Learning for life
• Belonging 
• Care

1.3 descriptiOn Of the mOdel faQs
What is the School of Special Educational Needs: Behaviour and Engagement (SSEN: BE)?
SSEN: BE is one of four schools of special educational needs that form part of the Student Support 
Services Directorate in the Statewide Services Division (the other three are the schools of special 
educational needs for disability, sensory and medical and mental health).  SSEN: BE is led by a  
Level 6 Principal, who has overall responsibility for the delivery and monitoring of services and  
support for students with extreme, complex and challenging behaviours across the public school  
system.  It comprises of 13 engagement centres, the Midland Learning Academy and student  
behaviour management support staff (CMS PBS). 
 
What is an engagement centre?
The engagement centres are part of SSEN: BE and provide support to schools for students with 
complex and challenging needs from Kindergarten to Year 12.  There are 13 engagement centres, 
which have replaced the 12 behaviour centres that ceased operations at the end of 2015. 

What does the professional learning support from the engagement centre provide?
Schools have access to a range of professional learning opportunities for school staff, including  
classroom management strategies, positive behaviour support, de-escalation and restraint training 
and workshops tailored for school and/or network contexts on managing severe challenging  
behaviour with evidence based practices.
 
What does consultative support mean?
Consultative support is provided by the engagement centre to support schools to build the  
capacity of staff to support students with challenging and complex needs.  This may include  
reviewing a range of practices, including planning to support positive student behaviour, use of 
school psychologists and other supports in case-management formulation, teacher implementation 
of risk and/or behaviour support plans and training and/or advice for managing the need to effect  
de-escalation and appropriate use of physical restraint.
 
What is intensive support?
Intensive support is a responsive service for the most challenging and complex cases which pose a 
risk to the individual student and the school environment.  This may include students who:
• exhibit uncontrollable and threatening aggression towards other students and/or staff;
• wilfully and repeatedly damage or destroy school facilities and/or property;
• suffer from extreme anxiety and social withdrawal; and/or
• are severely traumatised.
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Does a referral need to be completed to access the service?  
No.  The initial request for assistance does not require a referral to be completed.  Schools simply 
need to contact the School of Special Educational Needs: Behaviour and Engagement on  
(08) 9402 6200 or via email ssenbe.requestforservice@education.wa.edu.au to activate the service.
After the initial consultation, schools may be requested to provide more detailed information related to 
the support required.  This information is used to help ensure the right expertise and level of support 
is provided.
 
How are engagement centres line managed?
Each engagement centre is part of the School of Special Educational Needs: Behaviour and  
Engagement.  Every centre is led by a program coordinator line managed by the Principal and  
Associate Principals of the school. 
 
How does a school access the services of an engagement centre?  
The principal or delegate contacts the School of Special Educational Needs: Behaviour and  
Engagement on (08) 9402 6200.  The call will be referred to the appropriate member of the school 
leadership group.  A brief assessment of the situation will occur to determine an initial course of  
action.

mailto:ssenbe.requestforservice%40education.wa.edu.au?subject=Request%20for%20Service
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1.5 schOOl Of special educatiOnal needs: BehaviOur and engagement lOcatiOns

SSEN: BE Head office Site location Address
SSEN: BE Padbury Statewide Services Centre 33 Giles Avenue, Padbury

Engagement Centre Site location Address
Benjamin Way Annexe North Lake Senior Campus 188 Winterfold Road

Kardinya  6163
Benjamin Way Unit 3, 1 Benjamin Way 

Rockingham  6168
Clarkson 53 Boranup Avenue, 

Clarkson 6030
Dellar Road Yule Brook College 61 Dellar Road, 

Maddington  6109
Goldfields Boulder Primary School 70 Richardson Street, 

Boulder  6430
Great Southern Albany Regional Education  

Office 
85 Serpentine Road, 
Albany  6330

Greater Bunbury 18 Forrest Street, 
Bunbury  6230

Kimberley Broome Camp School 7 Millington Road, 
Cable Beach  6726

Midwest 92-96 Kenny Crescent, 
Rangeway  6530

Pilbara Hedland High School 45 Roberts Street,  
South Hedland  6722

Redcliffe Balga Senior High School 2 Markham Way, 
Balga  6061

Reid Street Cyril Jackson Senior Campus 53 Reid Street, 
Bassendean  6054

Seville Drive Cecil Andrews Senior High 
School

39 Seville Drive, 
Armadale  6112

Wheatbelt McIver House 297 Fitzgerald Street, 
Northam  6401

SSEN: BE Academy Site location Address
Midland Learning Academy 22 William Street, 

Midland  6056



1.6 reQuest fOr assistance pathway
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1.7 reQuest fOr service assessment
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1.8 Our schOOl Of special educatiOnal needs: BehaviOur and engagement plan

School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) Strategic Plan  
2016-2018. 

SERVICE PRINCIPLES
• All services are delivered with schools and families for students.
• All students have a right to high quality education.
• Through a personalised approach support for students focuses on their psychosocial,  

developmental and learning needs.
• The characteristics and strengths within each student, their peers, school, family and community 

inform decisions for assessment and the ‘best fit’ interventions and support options.
• Strong partnerships and integrated services are developed and maintained to directly benefit  

students, families, and schools.
• Through all our actions we acknowledge and respect the traditional custodians of the lands on 

which our students live and are educated.
• All services are culturally responsive.
• All services are grounded in evidence supporting their effectiveness and each personalised plan is 

evidence-orientated with clearly described outcome measures for each goal. 

KEY SERVICES
Engagement Centres will coordinate the K-12 provision of the following three services:

1.  Professional Learning 
2.  Consultative Support
3.  Intensive Support

The Midland Learning Academy
The Midland Learning Academy will specifically cater for highly disengaged secondary students not  
participating in mainstream schooling.  

PRIORITIES 
1. High quality teaching, learning, and support services.
2. Highly effective and supportive learning environments.
3. Strong partnerships and integrated services.
4. Highly effective leadership and school management that promotes a positive school culture   

 and a focus on learning through engagement for all.
5. The greatest value and benefit from all human, financial and physical resources.

KEY STRATEGIES 
1.1  Professional development for all staff in the core competencies to deliver the professional 
 learning, consultative services and intensive support for students and schools.

1.2 Collect high quality data about the provision of services and student progress.

1.3  Develop services and strategies to promote positive behaviours and student engagement  
 including a range of alternative systems and approaches for schools to consider and adopt that 
 are evidence-based and match the school context. 
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1.4 Develop educative and supportive approaches for all students that demonstrate SSEN: BE is 
 inclusive, equity-focussed, culturally responsive, evidence orientated and strengths-based.

1.5 Develop a whole school approach to personalised learning, assessment and reporting.

1.6 Develop systems and strategies within the new model of support to strengthen student 
 attendance.

2.1  Create attractive, stimulating and therapeutic environments that support and encourage
 learning through engagement.

3.1  Develop strategic partnerships with the agencies and services that will improve the access to 
 support, the effectiveness of services, and result in measurable improvements to student 
 behaviour and school engagement.

4.1 Develop and implement a strong governance and advisory structure.

4.2  Design and implement comprehensive professional learning program for SSEN: BE leadership.

5.1.  Develop reliable systems to allocate, monitor, and control all resources to maximise the quality 
 and quality of services provided to students and schools.

5.2  Develop the capacity of staff with responsibility for the management of resources to have the 
 skills and knowledge required to effectively use all human and physical resources with  
 accuracy and compliance.
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2. pOlicies 
2.1 cOde Of cOnduct pOlicy

POLICY STATEMENT 
Staff in the School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) work with 
challenging students in often complex environments and circumstances.  SSEN: BE’s work is guided 
by the values and Code of Conduct of the Department of Education (DoE).  Staff are expected to be 
familiar with and exemplify the DoE and SSEN: BE Codes of Conduct when making personal and  
professional decisions.

ROLES AND RESPONSIBILITIES 
All employees are required to:
• Comply with the Code of Conduct and the Western Australian Public Sector Commission Code of 

Ethics; and 
• Report any breach or suspected breach of discipline, under the Public Sector Management  

Act by: 
 ○ providing information to their line manager;
 ○ making a disclosure to the Standards and Integrity Directorate;
 ○ providing information to the Corruption and Crime Commission; or
 ○ making a disclosure under the Public Interest Disclosure Act 2003.

Line managers are required to:
• Assist in implementing the SSEN: BE, DoE Codes of Conduct and the Western 

Australian Public Sector Commission Code of Ethics by:
 ○ inducting employees, including relief staff, on the Codes of Conduct;
 ○ integrating the DoE’s and SSEN: BE’s core values and Codes of Conduct into  

 performance  management systems for staff; and
 ○ facilitating staff participation in on-line or face-to-face training in DoE’s 

 Ethics and You training program.
• Provide advice and assistance to employees facing ethical or conduct issues in the course of 

their work; and
• Respond to complaints or suspected breaches of this policy, the DoE Code of Conduct or the  

Western Australian Public Sector Commission Code of Ethics promptly and according to the  
relevant procedures for the nature of the complaint.

When inducting employees, line managers should advise employees on where to find the SSEN: BE 
and DoE Codes of Conduct, the Western Australian Public Sector Commission Code of Ethics and 
the DoE handbook ‘How to comply with the Code of Conduct’.

SUPPORTING PROCEDURES AND DOCUMENTS
The following principles of behaviour are to be adhered to:
• Personal Behaviour 

 ○ treat others with respect, courtesy and honesty; and
 ○ be aware of bullying in the workplace, including repeated unreasonable or inappropriate  

 behaviour directed towards an employee, or group of employees.

http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/guidelines/how-to-comply-with-our-code-of-conduct.en?cat-id=3457094
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• Maintain professional boundaries with students, including with: 
 ○ communication and official information, including correspondence of a personal nature    

 such as letters, email, phone, in person, SMS text and on social networking sites;
 ○ personal disclosure, includes the discussion of the personal details of your lifestyle or    

 the lifestyle of others in person or over electronic means;
 ○ physical contact and interaction, including the unwarranted, unwanted and/or  

 inappropriate touching of a student. Reasonable physical contact includes:
 ͮ to manage or care for a student, including administering first aid;
 ͮ to maintain or establish order;
 ͮ to prevent or restrain a person from damaging any property or placing at risk the    

  safety of any person including the student.
 ○ the targeting of individual students for positive or negative attention, including the  

 inappropriate commenting on appearance or offering of special favours and/or personal    
 gifts;

 ○ professional conduct on social networking websites, including any posts or images    
 which may compromise your position working with children and/or young people;

 ○ responding to inappropriate sexual behaviour of staff towards students; and/or
 ○ responding to inappropriate sexual behaviour of students towards staff.

• employees must be diligent and efficient in the use of public resources and are accountable for 
their use. Public resources, including work time, for private or commercial gain is not permitted;

• employees must maintain accurate record keeping, including recording actions and decisions to 
ensure transparency.  Records and confidential information must be securely stored in  
compliance with the DoE’s policies and procedures; and

• employees must ensure that their private interest and affiliations do not conflict or appear to  
conflict with their public and professional duties.

Staff must act ethically and avoid engaging in any behaviour which may be considered  
dishonest or causes actual or potential benefit or detriment to any person or entity.  Staff must not 
misuse their position to the advantage of themselves or others.

RELATED DEPARTMENT POLICIES 
• Code of Conduct 
• Staff Conduct and Discipline
• Employee Performance Policy and Procedures 
• Corruption Prevention and Detection
• Department how to comply with code of conduct
• Western Australian Public Sector Commission Code of Ethics

http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/guidelines/code-of-conduct1.en?cat-id=3457094
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/staff-conduct.en?cat-id=3457094
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/employee-performance-policy-and-procedures-.en?cat-id=3457995
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/corruption-prevention-and-detection.en?cat-id=3457968
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/guidelines/how-to-comply-with-our-code-of-conduct.en?cat-id=3457094
https://publicsector.wa.gov.au/conduct-integrity/promoting-integrity/code-ethics
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2.2 student BehaviOur and attendance pOlicy

POLICY STATEMENT 
Staff in the School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) provide 
support for students with highly complex and challenging needs.  SSEN: BE services are focused on 
providing each student with the support they need to successfully re-engage in learning guided by a 
thorough understanding of their specific needs.

ROLES AND RESPONSIBILITIES 
It is the responsibility of staff to:
• Use teaching and classroom management strategies that support student behaviour including:

 ○ plan and implement assessments, teaching strategies, and interventions that are informed by         
 the student’s needs and align with SSEN: BE Service Principles;

 ○ create effective learning environments;
 ○ wherever possible connect  or maintain positive relationships with peers, their enrolled school,   

 family and other external agencies;
 ○ coordinate and integrate support with external agencies when required; and
 ○ follow procedures to address:

 ͮ all forms of bullying; 
 ͮ aggression; 
 ͮ drug and alcohol misuse by students, including provision of evidence-based drug   

  and alcohol education; 
 ͮ the presence of weapons on school sites;  and
 ͮ risks of suicidal behaviour and/or non-suicidal self-injury, including risks  

  associated with cumulative harm from child maltreatment.
•       Ensure that student documented learning plans describe the goal intended to support each        
        student, including all behaviour and attendance improvement strategies and expected outcomes.

SUPPORTING PROCEDURES AND DOCUMENTS
When it is deemed to be in the best interests of the enrolled student to access support at an  
engagement centre, a Section 24 arrangement is required with student’s enrolled school and parent/
carer. 

Students receiving support at an engagement centre and the Midland Learning Academy are required 
to have attendance recorded in SIS (at their enrolled school) as a minimum at the end of each week.  

All behaviour incidents are to be recorded on the student’s file and all critical incidents, including if 
ever a restraint is required, must be recorded by the program coordinator or psychologist through the 
Online Incident Notification System (OINS) accessed via the portal.

All staff are required to understand and follow the Department’s policies for Student Behaviour and 
Student Attendance.

RELATED DEPARTMENT POLICIES 
• Student Behaviour Policy and Procedures
• Student Attendance Policy
• Director General’s statement on Managing Student Behaviour

http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/student-behaviour-policy-and-procedures.en?cat-id=3457115
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/students-attendance.en?cat-id=3458017
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/director-generals-statements/managing-student-behaviour.en?cat-id=3457115
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2.3 curriculum, assessment and repOrting pOlicy

POLICY STATEMENT 
Staff in the School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) work with 
challenging students in often complex environments and circumstances.  Curriculum, assessment 
and reporting should be personalised, provide access and differentiation with sufficient adjustment to 
ensure opportunity to achieve intended outcomes.

Students receiving an intensive service (under Section 24 guidelines) will have a documented  
learning plan.  Teachers will report against this plan through the SEN Reporting Tool.

ROLES AND RESPONSIBILITIES 
It is the responsibility of staff to:
• Develop a documented teaching and learning plan that adheres to current Department of  

Education Curriculum, Assessment and Reporting policy guidelines.
• Ensure that the learning plans are:

 ○ fair, valid, explicit and supportive of learning;
 ○ comprehensive and personalised; and
 ○ are relevant to the student’s learning, assisting students to meet the overall aims of   

 their plan.
• Maintain accurate records of students’ achievement and assessment.
• Inform students, parents and schools of progress as appropriate.

SUPPORTING PROCEDURES AND DOCUMENTS
The requirements of the School Curriculum and Standards Authority for assessment and reporting 
programs include that principals and teachers:
• provide individual students with feedback on their learning;
• use student achievement information to inform planning for future learning programs;
• make judgements of student achievement in relation to expected standards;
• administer prescribed national, State and system assessments to students and distribute the 

associated reports to parents; and/or
• ensure communication with parents about student achievement and progress.

Documented learning plans may include:
• Personal Learning Plan;
• Individual Education Plan;
• Engagement Plan;
• Individual Behaviour Support Plan;
• Transition Plan; and/or
• Risk Management Plan and Escalation Profile.

All students’ documented learning programs are lodged via the SEN Reporting to Parents (RTP) tool 
with specified outcomes. The students’ progress is then entered by Week 8 of Term 2 and Term 4.

RELATED DEPARTMENT POLICY
• Department of Education Curriculum, Assessment and Reporting Policy and Procedures

http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/curriculum-assessment-and-reporting.en?cat-id=3457121
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2.4 excursiOn pOlicy

POLICY STATEMENT 
The School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) staff may provide  
opportunities for students to participate in school excursions, undertaken to further students’ learning 
and social skills development outside their normal school environment.  These excursions will be 
organised and approved in adherence with the Department of Education (DoE) Excursion  
Policy and Procedures.  SSEN: BE staff are expected to be familiar with the Policy and follow DoE 
procedures when conducting any student activity off the school site.

ROLES AND RESPONSIBILITIES 
Authorised employees are required to:
• prepare a SSEN: BE Proposal for Excursion ensuring a reasonable amount of time is allowed 

prior to planned excursion date;
• submit the Proposal for Excursion to line manager for endorsement;
• seek parent permission for the excursion only after approval from students’ enrolled school  

principal, using the Excursion Parental consent form; and/or
• take the documents attached to the Proposal for Excursion on the excursion.
Approval can be sought for recurring excursions throughout the school year to a specified venue or 
venues at the beginning of each year or at the commencement of a particular program of work.

Line Managers are required to:
• Ensure that the planned activity is not considered as an Outdoor Education or Recreation Activity 

(for example bushwalking, rock climbing, horse riding, cycling, water based activities). 
 ○ For approval of Outdoor Education and Recreation Activities, please contact the  

 Associate Principal.
• Identify an authorised employee to be in charge of any excursion undertaken. 
• Submit the Proposal for Excursion to the associate principal for approval from the Principal.
• After receiving approval from SSEN: BE principal, seek approval from the student’s enrolled 

school principal and forward signed copy with attachments to SSEN: BE Padbury at  
ssenbe.admin@education.wa.edu.au. SSEN: BE Padbury will maintain a register of approvals 
and TRIM records, managed by the Corporate Services team.

• Provide advice and guidance to staff regarding the Excursion Policy and Procedures.

SUPPORTING PROCEDURES AND DOCUMENTS
• SSEN: BE Proposal for Excursion
• SSEN: BE Student Transport Procedures
• SSEN: BE Excursions Register
• SSEN: BE Excursion Parental consent form template
 
RELATED DEPARTMENT POLICIES 
• Department of Education Excursions Policy

mailto:ssenbe.admin%40education.wa.edu.au?subject=Excursion%20
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/excursions-policy-and-procedures.en?cat-id=3457100
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2.5 staff develOpment and prOfessiOnal learning pOlicy

POLICY STATEMENT 
The School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) builds 
internal staff capacity through the provision of appropriate professional learning.  The provision of  
professional learning is in line with the SSEN: BE strategic plan or has been identified as an  
appropriate support for an individual’s documented Performance and Development Plan.

ROLES AND RESPONSIBILITIES 
All staff are allocated a set amount per calendar year for professional learning for full time staff and 
pro-rata for part time staff. 

All staff are required to:
• Submit the request to attend professional learning form to their line manager, regardless of 

whether the PL is within or above their yearly allocation, taking into consideration the time 
required for approval.  Forms are required to be completed in full, including all relevant costs and 
all requests should outline the benefit to students and colleagues on the request form.  If flights 
are required, a travel application should be submitted at the same time, remembering that flights 
must not be booked until approval has been received.

Line Managers / Program Coordinators are required to:
• Present all PL applications via the Program Coordinator to the relevant Associate Principal for 

approval. 
If a PL request is over allocation and the application is approved by the relevant Associate 
Principal, they will table it at the next fortnightly Leadership Meeting for the Principal’s 
consideration.  Associate Principals may seek further approval as required by the Finance 
Committee.

• Record on the Professional Learning Attendance Register all PL attended by staff and  
submit to Project Support Officer week 5 and 10 of each term.

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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2.6 delivering prOfessiOnal learning pOlicy

POLICY STATEMENT
The School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) builds school 
capacity through the provision of professional learning (PL) to schools around Western Australia.  The 
provision of PL is supported by evidence there is a need for the training at the school.  All SSEN: BE 
PL events are in response to school requests or as required by Statewide Services.

ROLES AND RESPONSIBILITIES
Program Coordinators are responsible for:
• ensuring appropriate PL is delivered to requesting schools throughout WA from their Engagement 

Centre.
• ensuring all PL is recorded on Professional Learning Information System (PLIS) by the 

responsible Engagement Centre School Officer in line with SSEN: BE procedures.

SUPPORTING PROCEDURES AND DOCUMENTS
All PL events provided by SSEN: BE are required to be uploaded into PLIS.  The register of approved 
PL determines what events can be delivered by each Engagement Centre.  Any new PL developed by 
SSEN: BE staff will need to go through an approval process (by the leadership team) prior to use. The 
following procedure is for non CMS PBS events presented by Teachers Behaviour (please use the 
current process for uploading and managing any CMS PBS events).

School officers are responsible for uploading PL events for their Engagement Centre into PLIS and 
will be the contact/secretariat for these events. 

A sign in sheet is required for all events (this can be printed from PLIS), once complete this is to be 
returned to the school officer to update the attendance of each event in PLIS.  Professional learning 
data will only flow through to HRMIS for attendees to view/print their PL Transcripts once attendance 
has been marked in PLIS.

Courses for each Engagement Centre
Courses have been created for each PL event and for each Engagement Centre to enable reporting 
of events by each centre.  Below is the course name pre-fix for your centre please ensure you only 
link modules to courses with your centre’s pre-fix.
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PL Survey (required by Statewide Services)
It is a requirement that participants at Statewide Services PL events are surveyed regarding the PL 
and its usefulness in relation to the National Professional Standards for Teachers.

An immediate and post survey are required.  Attached are the guides for how to set up and distribute 
the surveys using Survey Monkey and PLIS.  To assist, immediate and post surveys have been set up 
for each event on the PL register.

After setting up an event in PLIS the surveys can be linked to the event and automatically distributed 
to participants on the date of the event and 3 months later

Survey Monkey login details:
Link - https://www.surveymonkey.com/ 
Username: SSEN:BE
Password: BehandEng

See Engagement Centres PLIS Procedures for PL for further information.

https://www.surveymonkey.com/ 
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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Personnel Reporting concerns about a young person Reporting concerns about a staff member
Reporting concerns about a community 

member
Teacher and support staff Step 1 : Step 1 : Step 1 :

• Document observations, information 
and disclosures and provide them to the 
principal and store in a locked area.

• Document observations, information and 
disclosures and provide them to the 
principal and store in a locked area.

• Document observations, information 
and disclosures and provide them to the 
principal and store in a locked area.

• You may consult with the principal 
before reporting • You may consult with standards and 

integrity and the principal before reporting

• You may consult with the principal 
before reporting

Step 2: Step 2: Step 2:
If the level of risk is reasonable: If the level of risk is reasonable: If the level of risk is reasonable:
• consult with principal AND • consult with standards and integrity 

AND/OR
• report to Crime Stoppers WA on 1800 
333 000 AND/OR

• provide detailed report to principal • consult with principal AND/OR consult 
with WA Police

• provide detailed report to principal

* Before you speak with the individual, 
consider whether this would place them 
at further risk. Staff should seek 
clarification with the principal.

Principal Step 1 : Step 1 : Step 1 :

Document observations, information and 
disclosures and store in a locked area.

Document observations, information and 
disclosures and store in a locked area.

Document observations, information 
and disclosures and store in a locked 
area.

Step 2: Step 2: Step 2:
Consult with the coordinator regional 
operations or coordinator regional 
services before reporting

Report to standards and integrity on 9264 
4740 or 1800 791 197.

Report to Crime Stoppers WA on 1800 
333 000.

Step 3: Step 3: Step 3:
• Lodge an online incident notification 
report.

• Lodge an online incident notification 
report.

• Lodge an online incident notification 
report.

• Print and store securely in a locked area. • Print and store securely in a locked area. • Print and store securely in a locked 
area.

* Before speaking with the parents, 
consider whether this would place the 
individual at risk. The principal should 
seek clarification from the coordinator 
regional operation.

Coordinator regional 
operations/Coordinator regional services

• Provides advice to the principal. • Acts on advice from standards and 
integrity.

• Provides support to the principal.

• Advises regional executive director of 
reported concern.

• Provides support to the principal. • Advises regional executive director of 
reported concern.

• Advises lead school psychologist of 
reported concern.

• Advises regional executive director of 
reported concern.

• Consults with the Department 
countering violent extremism 
consultation team.

• Consults with the Department 
countering violent extremism 
consultation team.

• Consults with standards and integrity.

Department countering violent extremism 
consultation team

• Follows up the online incident report as 
required.

• Follows up the online incident report as 
required.

• Follows up the online incident report 
as required.

• Provides advice and feedback to the 
school, the educational regional office 
and central office staff.

• Provides advice and feedback to the 
school, the educational regional office and 
central office staff.

• Provides advice and feedback to the 
school, the educational regional office 
and central office staff.

• Seeks advice and consults with the 
Countering Violent Extremism Jurisdiction 
Intervention Coordinator.

• Seeks advice and consults with the 
Countering Violent Extremism Jurisdiction 
Intervention Coordinator.

• Seeks advice and consults with the 
Countering Violent Extremism 
Jurisdiction Intervention Coordinator.

Countering Violent Extremism Jurisdiction 
Intervention Coordinator

• Provides advice and consultation to the 
Department countering violent extremism 
consultation team.

• Provides advice and consultation to 
standards and integrity.

• Provides advice and consultation to 
the Department countering violent 
extremism consultation team.

• Refers to intervention/deconfliction. • Refers to intervention/deconfliction. • Refers to intervention/deconfliction.

2.7 repOrting viOlent extremism pOlicy
There is no single course, process or pathway to violent extremism.  It is unique to each individual. If 
there is a reasonable belief that an individual is at risk of violent extremist influences, further  
consideration and enquiry is required.  Discretion and sensitivity is essential.  All SSEN: BE staff must 
follow the below process.
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2.8 student dataBase pOlicy

POLICY STATEMENT 
The School of Special Educational Needs: Behaviour and Engagement database (SSENBES) has 
been designed to record the support provided:
• to students, both at engagement centres and their enrolled schools; and
• to schools through activities by SSEN: BE staff such as professional learning, consultation and 

coaching.

ROLES AND RESPONSIBILITIES 
All staff that provide support to students, schools or deliver professional learning are required to  
record this information in the student database.  The information that is stored in the database plays a 
critical role in SSEN: BE planning and allocating resources to support the educational needs of  
students and schools:
• Data is to be entered into the database at the end of the day the support was delivered.
• The staff member who is managing the student’s case is responsible for adding the student to the 

database and ticking the active box on the ‘Student Details’ tab.
• When a student is transitioned out and support is no longer provided, the active box is to be  

un-ticked on the ‘Student Details’ tab

Further information is available on the database guidelines. These guidelines have been created to 
assist with how to record the support provided on the database.  Should you not find the information 
you require from the guidelines contact your Associate Principal to discuss the issue.

SUPPORTING PROCEDURES AND DOCUMENTS
• SSENBES database guidelines
 

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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2.9 student file and student list pOlicy

POLICY STATEMENT 
The School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) works with  
students displaying challenging and complex behaviours.  Electronic and hard copy student files are 
created for each student either receiving an intensive service or enrolled at the Midland Learning 
Academy (the Academy). 

ROLES AND RESPONSIBILITIES 
Program Coordinators will:
• ensure student files are stored securely and confidentially with access only given to relevant staff 

as part of their duties;
• update their student list and submit to the Project Support Officer each Monday by 12noon;
• notify the Project Support Officer when a student file is moved to another centre/Academy;
• return inactive student files to SSEN: BE Padbury using a secure courier; and
• untick the active box in the SSENBES database.

SUPPORTING PROCEDURES AND DOCUMENTS
The student list for each centre will be used to create an electronic file for each student using the  
Department’s online record keeping system TRIM by SSEN: BE Padbury and sent out to the  
engagement centres and the Academy.

Each file is labelled with the student’s surname, given name and date of birth.  The hard copy files 
of active students are located at the centre where they are receiving the service or at the Academy 
where the student is enrolled.  Files for students who are no longer receiving a service or no longer 
enrolled (inactive students), should be returned to SSEN: BE Padbury where they will be stored  
centrally. 

The electronic record on TRIM is a record of the file and location, not the contents.
• List of records to be kept in a student’s file
• Student List template

RELATED DEPARTMENT POLICIES 
• Records Management Policy and Procedures
• Records Management Manual for TRIM Sites

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
http://det.wa.edu.au/policies/detcms/cms-service/download/asset/?asset_id=16509954
http://det.wa.edu.au/redirect/?oid=SiteProxy-id-18709302&title=Records+Management+Manual+for+TRIM+Sites&skip=true&launch=true
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2.10 cOmplaints pOlicy

POLICY STATEMENT 
All employees at the School of Special Educational Needs: Behaviour and Engagement are  
responsible for managing the resolution of enquiries, concerns, complaints and disputes lodged by 
students, parents, members of the community, employees of government and non government  
agencies.

ROLES AND RESPONSIBILITIES 
All complaints are to be recorded centrally at SSEN: BE Padbury and include sufficient information to 
allow subsequent analysis. 

It is the responsibility of all staff to:
• Handle complaints promptly, confidentially and in accordance with procedural fairness.
• Resolve parent concerns and complaints where possible
• Provide the following information to an Associate Principal for the complaint to be recorded in the 

complaints register:
 ○ date the complaint was received;
 ○ source of the complaint (name, contact details);
 ○ nature of the complaint;
 ○ brief description of the complaint;
 ○ date the complaint was acknowledged;
 ○ date resolved; and
 ○ action taken.

• Refer parent enquiries, concerns and complaints to an Associate Principal.
• All communication and documents related to the compliant should be recorded on TRIM.

SUPPORTING PROCEDURES AND DOCUMENTS
Staff who wish to lodge a complaint are required to do so through their immediate line manager.  If the 
nature of the complaint involves the line manager, the next level manager should be contacted and 
will coordinate the resolution process in accordance with the Department’s Disputes and Complaints 
policy. 
• Talking with my school
 
RELATED DEPARTMENT POLICIES 
To assist staff to determine how a complaint should be managed the Department has produced a  
Complaints Management Schedule.

• Disputes and complaints Policy
• Complaints Management Toolkit
• Complaints Management website

http://det.wa.edu.au/standardsandintegrity/detcms/navigation/publications/?app-id=401&app-id=401
http://det.wa.edu.au/standardsandintegrity/detcms/navigation/publications/?app-id=401&app-id=401&app-id=401
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/disputes-and-complaints.en?cat-id=3457094
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/guidelines/complaints-management-toolkit.en?cat-id=3457094
http://det.wa.edu.au/standardsandintegrity/detcms/navigation/complaints-management/
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2.11 cOpyright pOlicy

POLICY STATEMENT 
All staff and students need to be aware of the copyright requirements for staff and students under the 
Copyright Amendment Act 2006.  Copyright is a form of intangible personal property given to the  
owner of copyright materials to control how and when these materials are used.

ROLES AND RESPONSIBILITIES 
Educational licences allow for copyrighted material to be copied but not altered; permission to alter 
content must be obtained from the copyright owner.  Any electronic copies must be stored on a  
password protected intranet or content management system; they cannot be accessible for a school’s 
website.
It is the responsibility of staff to:
• Ensure that students do not copy and communicate more than a reasonable portion of a  

literary, dramatic or musical work in both print and electronic form for the purpose of research 
and study. A reasonable portion is defined to be 10% of the number of pages or one chapter if the 
work is divided into chapters.

• Encourage students to use ‘Creative Commons’ licensed material where possible, as this  
material is allowed to be used for free for educational purposes.

• Ensure that details of the copyright owner and author is communicated on all material,  
including creative commons material.

• Plan the use of copyrighted material for school or student resources. As the 1% of total words 
of the publication limit use must be consecutive. For example the copying of paragraph one and 
paragraph three, even if the total words is less than 1% of the publication requires  
payment to the copyright owner, while the copying of paragraph one and two if under 1% of total 
words is free.

• Use linking to access material, rather than copy material into a new document, as this is not a 
remunerable activity and is permissible under Copyright Law.

• Recognise that the act of displaying or projecting material onto an electronic whiteboard or data 
projector, is not a remunerable activity and is permissible under Copyright Law.

• Ensure that appropriate copyright notices are displayed near or on equipment used for hard and 
digital copying or communicating and the resulting copies.

SUPPORTING PROCEDURES AND DOCUMENTS
The Copyright Act 1968 requires the placement of notices on or near equipment used for hard and 
digital copying or communication and the resulting copies, they include:
• computers;
• scanners;
• photocopiers; 
• CD players and burners; and 
• DVD players and burners. 

They are located on the DoE website Copyright notices.

RELATED DEPARTMENT POLICIES 

•  Copyright for Schools Guidelines

http://www.det.wa.edu.au/copyright/detcms/navigation/copyright-notices/
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/guidelines/copyright-for-schools-guidelines.en?cat-id=3457070
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2.12 student summary pOlicy

POLICY STATEMENT 
The School of Special Educational Needs: Behaviour and Engagement (SSEN: BE) works with  
students displaying challenging and complex behaviours.

School Principals are to be informed if there is a change in the service provided to a student and  
provided with a student summary at the end of the school year.

ROLES AND RESPONSIBILITIES 
Program Coordinators will: 
• provide a Student Summary for each student when there is a change in the service provided and 

at the end of the school year;
• save each student summary as a PDF document and title as the below example ;    
      ‘Smith, John DOB - 01/01/2016 Clarkson Engagement Centre 2016 Student Summary;
• email school principals student summaries using the template emails provided to inform of  

decision regarding:
 ○ continuity of service;
 ○ offer of transition support; and/or
 ○ case status change to inactive.

• forward all emails to principals containing student summaries to  
SSENBE.Admin@education.wa.edu.au so they can be saved in TRIM by the SSEN: BE Padbury 
Corporate Services team;

• place a hard copy of the Student Summary in the student file;
• un-tick the active box in the database, if a student case status is being changed to inactive; and
• negotiate a Section 24 with the enrolled school Principal if support is continuing to ensure no  

disruption to the student’s educational program.

SUPPORTING PROCEDURES AND DOCUMENTS
• Student Summary template
• Continuity of service template email
• Offer of transition support template email
• Case inactive template email

mailto:SSENBE.Admin%40education.wa.edu.au?subject=Student%20Summary
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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2.13 perfOrmance and develOpment pOlicy

POLICY STATEMENT 
All employees of The School of Special Educational Needs: Behaviour and Engagement 
(SSEN: BE) are required to participate in a performance and development process consistent with the 
Performance Management Standard and the Employee Performance Procedures.

ROLES AND RESPONSIBILITIES 
At SSEN: BE the performance and development process is a means of demonstrating accountability 
whilst providing opportunities for individual growth and development.  The process is continuous and 
feedback is both formal and informal. Performance and development has many benefits including:
• provision of feedback about performance;
• alignment with school and Department directions;
• employee career and professional development;
• identifying and monitoring the effectiveness of targeted professional learning; 
• identifying high achieving employees for succession planning or as mentors and coaches;
• identifying future working intentions for workforce planning; and
• utilising the professional interests and expertise of employees in the workplace.

Employees should:
• Understand their role and responsibilities.
• Reflect on their performance in the delivery of the position’s requirements.
• Provide evidence of their performance in relation to their job requirements and workplace plans.
• Strive to attain and sustain their performance to a proficient level (Australian Professional    

Standards for Teachers).
• Consider professional learning relevant to current role and professional aspirations.

Line Managers should:
• Provide regular quality and timely feedback on an employee’s performance both formal and in            

formal. Term 1 and Term 3 meetings are mandatory. Line Managers are encouraged to meet   
with their staff every term to discuss progress and goals, however this is not mandatory.

SUPPORTING PROCEDURES AND DOCUMENTS
Planning meeting Term 1 
Completed self-reflection using either:
• Australian Professional Standards for Teachers / for School Leaders;
• JDF for your position;
• Self-reflection templates for support staff; or
• Competency Framework for Education Assistants (special needs).

Review Meeting Term 3
• Documented evidence of the milestones and strategies implemented by you to support SSEN: BE 

and site planning.

Confidentiality
A copy is to be kept by the staff member and the other copy should be stored in a secure place and is 
only to be accessed by the staff member, the performance manager and/or the Principal.  This  
agreement should be kept for two years and then destroyed.  If a staff member leaves, they may take 
their copy of the performance and development plan with them and keep it as long as they wish.
“Principals are accountable to the Director Schools for the performance of their school and teachers 
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are accountable to the principal for the progress of their students.”  School Accountability Framework
 
RELATED DEPARTMENT POLICIES 
• Employee Performance Policy and Procedures
• Public Sector Standards in Human Resource Management
• AITSL Standards - Teachers
• AITSL Standards - School Leaders

3. staff
3.1 perfOrmance and develOpment prOcedure
All staff will participate in a performance management process consistent with Department of  
Education requirements, where:
• they regularly demonstrate accountability for their performance;
• they have access to growth and development opportunities that allow for employee interests; and
• the process links to the intended outcomes of the Department’s strategic directions.

Teachers and School Administrators
Principals, or their nominees, will conduct performance management with teachers and school  
administrators who have a teaching role, using the Australian Professional Standards for Teachers 
and the Australian Teacher Performance and Development Framework.

Performance and development management will occur on a 12 monthly cycle, with four specific 
phases of development:
• Self reflection and goal setting - this is a time for staff members to reflect and plan their goals 

for the coming year. The self reflection of the Performance and Development Action plan should 
be completed.  It should be done within term 1 of the year and can involve  
consultation with peers and work colleagues to discuss areas of strength and weakness. The  
position JDF should be used as reference.

• Planning / goal setting meeting - During this meeting, the Performance and Development  
Action Plan is to be completed by the staff member and line manager. SMART (Specific,  
Measurable, Achievable, Relevant and Time-based) goals are to be identified with clear link to 
relevant Department and School documents, including Business and Strategic Plans and Focus 
documents.  This meeting should occur in late term 1 or early term 2 of the year.

• Professional practice and learning - During term 2 and term 3, staff should have a catch up 
meeting with their line manager to discuss how the year is going and discuss any challenges in 
completing individual goals.  Any additional training or assistance needed should be discussed as 
well.

• Review and Feedback - During the final meeting in term 4, staff and their line manager should 
review the progress for the year and discuss any challenges and accomplishments.  

Public Service Officers, Other Officers and School Support Staff
Line managers will:
• conduct and document performance management based on the position’s job description form;
• identify and document performance and development goals linked to the job description form and 

directed at developing performance through building capacity, growing professional knowledge 
and developing skills;

• provide access to high quality professional learning;
• provide formal and informal feedback, including a formal documented review, against performance 

and development goals;

http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/employee-performance-policy-and-procedures-.en?cat-id=3457995
https://publicsector.wa.gov.au/publications-resources/instructions-standards-and-circulars/public-sector-standards-human-resource-management
http://www.aitsl.edu.au/australian-professional-standards-for-teachers#
http://www.aitsl.edu.au/school-leaders
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• use a variety of evidence in providing performance feedback; and
• observe confidentiality, keep documentation secure as part of an official Department records and 

provide employees with copies of documentation.

Performance and development management will occur on a 12 monthly cycle, with four specific 
phases of development;
• Self reflection and goal setting - this is a time for staff members to reflect and plan their goals 

for the coming year. The self reflection of the Performance and Development Action plan should 
be completed.  It should be done within term 1 of the year and can involve  
consultation with peers and work colleagues to discuss areas of strength and weakness. The  
position JDF should be used as reference.

• Planning / goal setting meeting - During this meeting, the Performance and Development  
Action Plan is to be completed by the staff member and line manager.  SMART (Specific,  
Measurable, Achieveable, Relevant and Time-based) goals are to be identified with clear link to 
relevant Deparment and School documents, including Business and Strategic Plans and Focus 
documents.  This meeting should occur in late term 1 or early term 2 of the year.

• Professional practice and learning - During term 2 and term 3, staff should have a catch up 
meeting with their line manager to discuss how the year is going and discuss any challenges in 
completing individual goals.  Any additional training or assistance needed should be discussed as 
well.

• Review and Feedback - During the final meeting in term 4, staff and their line manager should 
review the progress for the year and discuss any challenges and accomplishments.  

Administration and Support staff Performance and Development plan template
Teachers Performance and Development plan template
School Leaders Performance and Development plan template
School Psychologists Performance and Development plan template

3.2 all staff prOfessiOnal learning minimum reQuirements On appOintment
All staff are required to complete the following professional learning within three months of  
commencement at SSEN: BE:
• Department of Education induction program; and
• Department of Education Accountability and Ethical Decision-Making online training.

Staff are required to also complete a SSEN: BE induction program as required for their position.  This 
may involve job specific courses and training.  See section 10 for more specific induction  
requirements.
 

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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3.3 dress cOde
SSEN: BE requires staff to dress in Smart Business Casual for their day attire.  Staff should dress 
appropriately for their individual workplace and consider who they will interact with during the day, 
including students and parents.
The following items are not permitted:
• Swimming attire;
• Thongs or flip flops;
• Denim jeans;
• Any clothing that has words, terms, or pictures that may be offensive to other employees;
• Torn, dirty, or frayed clothing; and
• Clothing that is considered too revealing.
Clothing that is fit for the purpose of activities the staff and students are engaged in can be worn 
during the activity, if these clothes would not meet the dress code standards.

If your clothing fails to meet the dress code standards, the employee will be asked by their line 
manager not to wear the inappropriate item to work again or in extreme circumstances be asked to 
change the inappropriate item.

Any questions on the dress code should be directed your line manager in the first instance.

3.4 wOrking hOurs
SSEN: BE has standard operating hours of 8.30am to 4.30pm on Monday to Friday with a 7.5 hour 
day.  Teachers are required to be onsite between the hours of 8.45am and 3.15pm.  Staff will be  
rostered on hours in accordance with their relevant award within these hours of the day unless other  
arrangements are requested and approved by the Principal.
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3.5 list Of awards and agreements
All staff at SSEN: BE are employed under an Award or Agreement that the Department has entered 
into.  Awards and Agreements establish the minimum conditions of employment for employees  
covered by them.
The following table provides an overview of the industrial instruments applicable to  
Department of Education employees. A link to the Department intranet page is here.

Occupational group Award General Agreement Implementation Guidelines

Teachers, School Administrators , 
School Development Officers, 
Education Officers, Director Schools, 
Area Director, School Psychologists, 
Swimming Instructors

Teachers (Public Sector Primary 
and Secondary Education) Award 
1993

The School Education Act 
Employees’ (Teachers and 
Administrators) General 
Agreement 2014

School Education Act Employees' 
(Teachers and Administrators) 
General Agreement 2014 
(Implementation guidelines)

Schedule E Locality allowance (April 
2015) Teachers (Public Sector 
Primary and Secondary Education) 
Award 1993 (Implementation 
guidelines)

Education Assistants, Education 
Assistants Special Needs, Ethnic 
Assistants, AIEO

Teachers Aides Award 1979 Education Assistants' 
(Government) General Agreement 
20167

Education Assistants' (Government) 
General Agreement 2016 – 
Implementation Guidelines

Miscellaneous Government 
Conditions and Allowances Award 
1992

District Allowance (Government 
Wages Employees) General 
Agreement 2010

Cleaners

Cleaners and Caretakers 
(Government) Award 1975 

Government Services 
(Miscellaneous) General 
Agreement 201611

Government Services (Miscellaneous) 
General Agreement 2016 – 
Implementation Guidelines

Miscellaneous Government 
Conditions and Allowances Award 
1992

District Allowance (Government 
Wages Employees) General 
Agreement 2010

Gardeners

Gardeners (Government) Award 
1986 

Government Services 
(Miscellaneous) General 
Agreement 201611

Government Services (Miscellaneous) 
General Agreement 2016 – 
Implementation Guidelines

Miscellaneous Government 
Conditions and Allowances Award 
1992

District Allowance (Government 
Wages Employees) General 
Agreement 2010

School Support Officers (Primary 
Registrars, School Officers, Laboratory 
Assistants, Library Officers)

Education Department Ministerial 
Officers Salaries, Allowances and 
Conditions Award 1983

School Support Officers 
(Government) General Agreement 
2014

District Allowance (Government 
Officers) General Agreement 
2010

Public Service Officers (Central and 
District Office Staff and Registrars at 
Senior High Schools)

Public Service Award 1992 Public Service and Government 
Officers General Agreement 2014

Public Service and Government 
Officers General Agreement 
(PSGOGA) 2014 Implementation 
Guidelines

District Allowance (Government 
Officers) General Agreement 
2010

http://det.wa.edu.au/labourrelations/detcms/navigation/awards-and-general-agreements/
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3.6 leave
All staff are required to submit leave claims via HRMIS a minimum of two weeks prior to the date of 
the leave.  Leave will be approved by your line manager.   Any concerns in relation to leave should, in 
the first instance, be directed to your line manager for discussion.

Annual Leave for Public Service staff
Staff are entitled to 20 days annual leave in each calendar year.  Leave is to be requested in HRMIS 
after discussion with your line manager.  Leave must be accrued before it can be taken.

Vacation Leave for Ministerial staff
Vacation Leave is a non-cumulative leave entitlement which relates to the school year in which it was 
earned.  Vacation Leave is only accrued when the employee has a permanent or fixed term  
appoinment.  The amount of Vacation Leave entitlement varies between awards.  Refer to section 3.5 
for Awards information. 

Work will need to commence on the first day of the school year to receive full pay for all Vacation 
Leave periods.  If you commence part way into the year, you will not accrue the full amount and  
will receive some unpaid leave during the vacation period.

Personal Leave
Personal Leave entitlement varies between awards.  Refer to section 3.5 for Awards information.  The 
leave is entended to be used for periods of sick leave, carers leave and other forms of leave other 
than annual leave.

Short Leave for Teachers, School Administrators and School Psychologists
Short leave is for up to three working days per year for employees to attend matters of a personal and 
pressing nature that arise with little or no notice and require immediate attention and which  
cannot be conducted outside of normal business hours. 

This is provided for in clause 40 of the Teachers (Public Sector Primary and Secondary Education) 
Award 1993.  The intent of short leave is that it can be accessed for personal emergency situations 
that arise with little or no notice. 

Teachers, Administrators and Psychologists must contact their line Manager to request short leave 
and enter the request into HRMIS.

Time off in lieu (TOIL)
Urgent work undertaken at the request of your line manager outside normal work hours will accrue 
TOIL at the discretion of the line manager and will be negotiated with you.  All TOIL must be  
negotiated in advance.  Where possible, TOIL is to be cleared within the 150 hour period or once 37.5 
hours have accrued, except when approved by the line manager or other extenuating  
circumstances prevent such clearance. TOIL guidelines can be found on the Connect Community 
library. 

All TOIL must be cleared in the calendar year.  

Long Service Leave 
Public Service Officers are entitled to 13 weeks of long service leave after a period of seven years 
of continuous service in a permanent and/or fixed term capacity and for each subsequent period of 
seven years of continuous service.

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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Teachers, School Administrators and School Psychologists are entitled to 13 weeks of long service 
leave after a period of ten years of continuous serice in a permanent and/or fixed tem capacity and 
for each subsequent period of seven years of continuous service.

3.7 screening and wOrking with children check
All staff working at SSEN: BE must have a current Department of Education Criminal History  
Screening and Working with Children Check (WWCC).

The Department of Education Criminal History screening must be completed before a new or  
returning employee can commence work at SSEN: BE.  The screening application form must be  
completed and forwarded to the Screening Unit at the Department of Education (DoE) or the  
application can be done online.

Working with Children Checks must be completed once a staff member has been offered a position 
at the School.  

A person must not carry out child-related work unless 
they have applied for or hold a valid WWCC.

A valid receipt showing the application for a WWCC allows staff to commence work for the period the 
application is being processed.  Staff that have a Class 1 or Class 2 offence against them must not 
engage in any work involving children.  Further information on WWCC can be found here and at the 
DoE WWCC information page here. 

How to apply
Hard copy applications are available and lodged at Australia Post outlets.  Application fees are  
currently $83.00 for employees and $11.00 for volunteers. The Principal, Associate Principal or  
Program Coordinators must sign the completed application form before lodging at Australia Post.

3.8 vOlunteers
Volunteers working at SSEN: BE require a WWCC if they don’t have their own child or children 
involved in the activity they are assisting in.  Overnight camps require volunteers, including parents 
to have a WWCC completed before attending the camp.

3.9 staff meetings
SSEN: BE is unable to facilitate whole of staff meetings five times per term and therefore this is  
delegated to Associate Principals to coordinate staff meetings with Program Coordinators at each  
centre.  Meeting dates and times are to be communicated in advance to staff via the term planner. 

The meetings are designed to be of a strategic nature and not operational in accordance with the 
School Education Act Employees’ (Teachers and Administrators) General Agreement 2014 –  
Clause 9.  Program coordinators are able to set other meetings as required for operational matters in 
addition to the five whole of staff meetings at each centre.

3.10 schOOl develOpment days
School Development Days are held in terms 1 and 3 of each year.  They are two consecutive days 
per term and are an opportunity for all SSEN: BE staff to meet together in one place to discuss 
po licies , procedures and updates for the school.  The dates will be communicated in advance to staff 
via the term planner.

http://www.det.wa.edu.au/screening/detcms/navigation/screening-for-criminal-history/national-police-history-check--application-package/
https://workingwithchildren.wa.gov.au/resources/publications/faqs
http://www.det.wa.edu.au/screening/detcms/navigation/working-with-children-checks/
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3.11 rOles and respOnsiBilities
Most roles within SSEN: BE have a Job Description Form (JDF) that details the role and outcomes 
of the position, in many cases this is generic information and more job specific information can be 
obtained from your line manager.  All teacher positions do not have a JDF.
Below is a list of JDFs for SSEN: BE
• Principal
• Associate Principal
• Manager Corporate Services
• Program Coordinator 
• Lead School Psychologist
• Student Support Officer 
• Principal Project Officer
• School Psychologist
• School Officer
• Business Support Officer
• Education Assistant 
• Youth Transition Coordinator
• Family and Student Engagement and Liaision Officer
• Project Support Officer
• Cleaner
• Aboriginal and Islander Education Officer
• Gardener Handyperson
• Technical Support Officer

3.12 staff use Of ssen: Be mOBile devices and persOnal mOBile phOnes
Staff are allocated telephones and mobile phones as required for their position.  Staff should only use 
telephones and mobile phones for work related calls and usage.

All staff with work mobile phones must complete a monthly mobile phone declaration to record  
mobile phone usage including personal calls.  All charges for personal phone use will need to be 
reimbursed to SSEN: BE.

If personal calls have been made, staff must request a copy of the mobile phone activity call list,  
highlight personal calls and return with their completed mobile phone declaration to  
ssenbe.finance@education.wa.edu.au. Reimbursement to SSEN: BE of personal calls is to be made 
within 48 hours.

Staff may carry a personal mobile device as well as a work provided device with them during work 
hours.  Personal use is not permitted unless it is an emergency, during times staff are engaged in  
official school business.  SSEN: BE staff are required to respect the Department’s guidelines for  
using social media and other applications including during their personal time outside of working 
hours.   

3.13 cOnsideratiOn fOr vacancies
There may be opportunities for current SSEN: BE staff to re-locate to other SSEN: BE sites during the 
school year.  Staff can register their interest in re-locating to specific sites by filling out the  
Consideration for Vacancies form.  The decision to transfer staff will be determined by the business 
needs at the site(s) and the status of vacant positions.

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
mailto:ssenbe.finance%40education.wa.edu.au?subject=Mobile%20devices
http://det.wa.edu.au/standardsandintegrity/detcms/navigation/publications/?app-id=401&app-id=401
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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4. students
4.1 enrOlments at midland learning academy 
Currently the only site that accommodates students enrolled with SSEN: BE is at the Midland  
Learning Academy (the Academy).  All other students supported on a regular basis (more than three 
hours per week) at an engagement centre are required to have a documented plan and a Section 
24 agreement in place (refer to the Department’s Guidelines for Section 24, Alternative Attendance 
Arrangements).

4.2 medical infOrmatiOn
SSEN: BE obtains information from parents / carers about their child’s health care needs.  Students 
with health care needs, including the use of medication, are managed in accordance with the  
Department’s Student Health Care Policy and Procedures.  This responsibility is delegated to each 
program coordinator.  Managing student health care needs, including the planning for medical  
emergencies, is included in each centre’s Emergency Management and Critical Incident Plan.

4.3 cOnfidentiality and infOrmed cOnsent
Informed consent for Health care information
The Department of Education (DoE) has a duty to maintain confidentiality of all student health care 
information.  This means that information cannot be released without the permission of the parent or 
the student (where appropriate).

There are many situations where a student’s confidential health care information will need to be 
shared with DoE staff or other agencies involved in the student’s health care.  Before sharing health 
information, the Principal should gain consent from the parent (and student, where  
appropriate) to release or disclose health information that is in the best interest of the student.

Informed consent is provided to the school when the parent (and where appropriate, the student)  
voluntarily agrees to share health care information and properly appreciates the consequences of  
releasing the information.  When seeking consent to share health information, the school should  
inform the parent/mature minor of the following:
• how the health information will be shared e.g. information may be shared on a “need to      

know” basis or “without restriction to school staff, including relief staff”;
• where the health care plans will be kept and who will have access;
• the term of consent e.g. consent in student health care plans is valid for one year; and
• that their consent can be withdrawn at any time.

Parents should be advised that the school can disclose personal and health care information when:
• the parent/student provides informed consent;
• it is necessary to reduce a serious and imminent threat to their child, other students or staff  

within the school; and
• when required by law e.g. child sexual abuse concerns.

Guidelines for mature minor
The Privacy Act sets no minimum age at which an individual can make decisions regarding his or her 
personal information.  The Guidelines to the National Privacy Principles suggest that each case must 
be considered individually and gives guidance as to when a young person may have the capacity to 
make a decision on his or her own behalf.

http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/student-health-care.en?cat-id=3457102
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As a general principle, a young person is able to give informed consent when he or she has sufficient 
understanding and maturity to understand what is being proposed.  In some circumstances, it may be 
appropriate for a parent or guardian to consent on behalf of a young person, e.g. if the child is very 
young or lacks the maturity of understanding to do so themselves.  (Reference: The Australian Law 
Reform Commission - 68 Decision Making by and for Individuals under the Age of 18).
Where children are living away from home and consent is required, the principal can request  
informed consent from the student when they consider them to have the capacity to give informed 
consent by demonstrating sufficient understanding and intelligence to fully understand what is  
proposed.

Where a parent or student specifies that the health care information is not to be shared, the Principal 
will acknowledge their decision and ensure it is upheld by:
• storing the student’s health information in a secure place which is not accessible to other staff   

members;
• ensuring that the information is not uploaded onto the School Information System (SIS);
• informing the parent (and if appropriate the student), of when the student’s health information may 

have to be disclosed e.g. to reduce a serious and imminent threat to their child, other  
students or staff within the school; and

• negotiating confidentiality management strategies with the parent and student, so that the  
confidentiality of health information does not compromise the student’s safety.  This may  
require parents/mature minor to allow the limited sharing of information so the student can  
be cared for in all circumstances.

Photos and images
All photos of students and staff that are to be published in internal or external publications or
advertising material require permission by student/staff/parent/guardian/carer before they can be 
used. The consent form is found here.

4.4 repOrting tO parents
Formal Reports are presented twice per year, at the end of each semester.  Students who have had a 
minimum of three hours per week for five weeks will be reported on at the end of each semester.  
SSEN: BE reports reflect the school’s integrated approach to curriculum including academic and/or 
social and emotional support that is formulated in the student’s individual plan.

Reporting to Parents (RTP) Portal
RTP is the software used for all reporting activities from Year 1 through to Year 12, including  
recording of student achievement.  It can be accessed online from any computer connected to the 
internet.  RTP allows for a student-centric view of reporting, which means that achievement data is 
available to schools even when students transfer between, or are enrolled at, multiple schools.  RTP 
also accommodates teachers who are responsible for students at more than one school.
Log in at: portal.det.wa.edu.au
Click on the Reporting to Parents tab

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
http://portal.det.wa.edu.au
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Up to date support materials are available from the Reporting to Parents website, including use  
manuals and quick reference guides. 

4.5 student use Of persOnal mOBile devices and Online services
Students are only granted access to Department online services after the program coordinator has  
received a signed Acceptable Usage Agreement  signed by the student and parent (for students  
under 18 years of age) or signed by the student (18 years and older).
Staff are required to provide appropriate supervision of students using online services on school sites. 

Student use of personal devices is permitted with the approval of the program coordinator.   
Any restrictions applied to the use of personal mobile devices must be documented in the students 
plan and explained to the student and parent (if applicable).  The personal use of mobile electronic 
devices must be in accordance with the Student Online Policy and the Requirements related to the 
Student Behaviour Policy and Procedures.   

Additional resources and information is available at the Office of the Children’s eSafety Commissioner  
https://esafety.gov.au/

4.6 child prOtectiOn
Teachers and Principals are mandatory reporters of child sexual abuse through the Mandatory  
Reporting Service (MRS) of the Department of Child Protection and Family Support (CPFS).  While 
other staff members including Education Assistants and Administration staff are required to report any 
suspisions to their line manager or the principal.

Staff are required to report all instances of sexual, physical, emotional abuse as well as neglect.

For advice and support contact the Complex Learning and Wellbeing directorate of the Department of 
Education on:
Telephone -   (08) 9402 6124
Email -   child.protection@education.wa.edu.au
Website -   www.education.wa.edu.au/childprotection

or use the Child abuse reporting processes document  for more information.

http://www.det.wa.edu.au/curriculumsupport/reportingtoparents/detcms/portal/
https://esafety.gov.au/
mailto:child.protection@education.wa.edu.au
http://www.education.wa.edu.au/childprotection
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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5. recOrds management
5.1 dOcumented plans
The School of Special Educational Needs: Behaviour and Engagement requires all students who 
receive intensive support for more than three hours per week and for more than five weeks in a year 
to have a documented plan.

There can be only one active plan in place at any given time.  Risk management plans will take 
priority over individual education plans and personalised learning plans until such time as the risk  
management strategies can be embedded into the student’s learning-based plan or the situation is 
resolved.

The program coordinator has responsibility to ensure there is a nominated case coordinator of each 
student’s plan.  Depending on the purpose of the plan this could be the program coordinator,  
psychologist, teacher or youth transition coordinator. 

5.2 ssen: Be dataBase (ssenBes)
The SSENBES database has been designed to record the support provided:
• to students, both at engagement centres and their enrolled schools;
• to schools through activities by SSEN: BE staff such as professional learning, consultation   

and coaching; and
• to schools by student behaviour management support staff.

The information that is drawn from SSENBES plays a critical role in planning for and allocating 
resources to support the educational needs of students with extreme, complex and challenging  
behaviours across the state.  It is also the primary tool where information will be drawn from to  
answer questions from the Department and the Minister about the work of SSEN: BE.

The SSENBES database guidelines were created to assist with classification of data to be entered in 
the database.

SSENBES can be accessed by:
• Laptops and desktop computers:- https://secureapps.det.wa.edu.au/bes/
• iPad or other tablet devices:  https://apps.det.wa.edu.au/bes/  
• There is also a link in the applications list in the portal.

5.3 trim
TRIM is the Department’s official recordkeeping system and the primary tool used to facilitate  
recordkeeping compliance.  Under Section 6.3 of the Department’s Records Management Policy, all 
central and district education office employees must complete TRIM training and ensure significant 
records are saved in TRIM. 

There are different types of records created by SSEN: BE Padbury:
• Ephemeral records – only have short term value to the organisation and are generally only 

needed for a few hours or days.  They contain little or no ongoing administrative, fiscal, legal, 
evidential or historical value. Ephemeral records are not required to be recorded in TRIM; and

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://secureapps.det.wa.edu.au/bes/
https://apps.det.wa.edu.au/bes/  
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/records-management-policy-and-procedures.en?cat-id=3457068
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• Significant records – provide evidence of the business activity of the organisation: significant  
records:

 ○ contain information which is of administrative, legal, fiscal, evidential or historical value    
 and is not recorded elsewhere on the public record;

 ○ document important communication and/or a transaction between employees or  
 between an employee and another party; and 

 ○ document the rationale behind policy, senior employee decisions and directives.
Examples of significant records include: 
• notes of oral decisions and commitments between SSEN: BE and other agencies;
• formal and informal arrangements between SSEN: BE and other agencies (e.g. MOU site 

agreements etc);
• SSEN: BE policies and procedures;
• minutes of meetings involving agencies or providers;
• minutes and agendas of SSEN: BE internal committees (e.g. finance committee);
• business correspondence; and 
• formal approvals.

SSEN: BE Padbury staff
All staff are responsible for registering any significant records they create or receive in TRIM.

Procedure for Engagement Centres and Midland Learning Academy (the Academy)
Engagement Centres and the Academy do not have access to TRIM at their site.  Significant records 
are saved in TRIM by SSEN: BE Padbury. 
All engagement centre and Academy staff: 
• are to email significant records to SSENBE.Admin@education.wa.edu.au and the Corporate  

Services team will save the record in TRIM.
 ○ For outgoing emails cc SSENBE.Admin@education.wa.edu.au.
 ○ For incoming emails forward to SSENBE.Admin@education.wa.edu.au
 ○ Forward all documents that are significant records to SSEN: BE admin email address.

The staff member receiving or sending any significant records is responsible for sending to  
SSENBE.admin@education.wa.edu.au for trimming by the Corporate Services team.

As per the Student File and Student List policy, hard copy documents for student files are only  
required to be saved in the student file and not on TRIM.

5.4 archiving
In order for records to be archived they must first be saved in TRIM, only significant records are 
required to saved in TRIM.  Archived records are TRIM records that are saved in a TRIM folder and 
sent to Central Office where they can be stored at an external storage facility.  

Records should only be archived when they are no longer required to be accessed, for example after 
an audit has been completed. Archived records can be recovered if required, however it can take time 
locating the record and a retrieval cost is charged.  

Enagement Centres and the Midland Learning Academy WILL NOT have any records that  
require archiving, as all significant records will have been sent to SSEN: BE Padbury for  
saving on TRIM.

mailto:SSENBE.Admin%40education.wa.edu.au?subject=Records%20Management
mailto:SSENBE.Admin%40education.wa.edu.au?subject=Records%20Management
mailto:SSENBE.Admin%40education.wa.edu.au?subject=Records%20Management
mailto:SSENBE.admin%40education.wa.edu.au?subject=TRIM%20record
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Below is the process for archiving records at SSEN: BE Padbury:
• Electronic and hard copy TRIM folders are created and significant records are saved in the TRIM 

folder (see TRIM section 5.3); 
• Once access is no longer required or after an audit has taken place hard copy folders are to be 

packed in archive boxes; and
• Archive boxes are sent to Central Office for archive processing.

5.5 cOnnect cOmmunity
Connect is an integrated online environment developed ‘in-house’ by the Department of Education 
(DoE) for staff,  students and parents in public schools. 

The SSEN: BE Connect Community is an online forum to enable communication to all SSEN: BE 
staff.  The community is used to provide staff with updates.  There is a library section which contains  
documents and links to relevant information for SSEN: BE staff.

To access click the following link to the SSEN: BE Connect Community and click on ‘Request to Join 
Community’.

6. cOmmunicatiOn 
6.1 use Of email
Staff and contractors of the Department of Education must only use telecommunication resources, 
including computer hardware, internet, intranet, email, telephones and faxes for business purposes.

Staff must not deliberately access, download, store or send materials of a pornographic,  
racist, sexist, inflammatory, hateful, obscene or abusive nature.

Any limited personal usage must not:
•  interfere with the employee’s job functions; 
•  place undue demands on the network;
•  involve transmission of:

 ○ messages of a political party nature;
 ○ unsolicited advertising material;
 ○ messages of personal commercial benefit;
 ○ chain letters;
 ○ personal broadcast messages;
 ○ intentional harassment;
 ○ materials intended to harm or discredit any individual or group; or
 ○ bulk electronic mailing of non work-related messages to groups of users  

 without the approval of a manager or Principal.

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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7. finances
7.1 hOspitality
Prior approval must be given using a Hospitality Expenditure Application Form (HEAF) before any
catering is ordered for any function or meeting over four hours.
Any hospitality must comply with the following requirements:
• it is only to be used for working meals, during the course of official business.  Business activity 

must be conducted and cannot include alcoholic beverages or social gatherings; and
• the maximum total cost per person must not exceed $23.50 per day. Room hire and delivery  

should be noted under ‘other’ on the HEAF and forms part of the ‘total cost per person amount’.
All completed HEAF forms are to be emailed to ssenbe.admin@education.wa.edu.au for approval.
All invoices that require payment are to be emailed to ssenbe.finance@education.wa.edu.au.

7.2 travel
All official air travel must be approved by the Principal, using a Travel application.   No travel will be 
booked until a completed travel application is received.  The application must be submitted for 
approval for all domestic and international travel, with a minimum of three weeks prior to departure 
for all domestic and six weeks prior to departure for all international travel.  Requested flights and 
accomodation preference is to be filled in and these will be booked if possible, available and within 
Department of Education guidelines.  If the required timeline cannot be met, reasons should be 
provided with the application to justify the shorter timeline for Principal approval.

Completed travel applications should be emailed to your site School Officer for checking and then 
they will email applications to ssenbe.travel@education.wa.edu.au.  If only booking car hire or 
accomodation, no travel application is required.

On the travel application, do not alter the black text or the green text highlighted in blue.

Planning for Regional Travel
Staff planning for travel in regional areas should consider the following:
• Driving hours should occur between sun-up and sundown
• Verifying / determining the facilities available in destination, particularly fuel, accommodation   
           and meals – some garages in regional areas have early closure and meal options may be  
           limited.
• Accommodation in a town close to the destination because of fuel and meal provision  
 availability is acceptable.
• Self-catering is an option that should be confirmed with the accommodation.
• Driving within a town centre during night hours i.e. to and from venue, is acceptable.
• Travel between centres during night hours, if unavoidable, should be communicated to your   
 Program Coordinator.

Official Air Travel Policy and Procedures

7.3 vehicles
Staff have access to a range of vehicle options and are not required to supply a vehicle as a condition 
of their employment unless stated in writing.  SSEN: BE has a number of leased fleet and hire  
vehicles located at each centre for staff to use including for transporting students where approved by 
the program coordinator.  Staff will also have access to taxis (taxi vouchers provided), Statewide  
Services fleet vehicles, central office fleet vehicles and additional approved hire vehicles.  

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
mailto:ssenbe.admin%40education.wa.edu.au?subject=Hospitality
mailto:ssenbe.finance%40education.wa.edu.au?subject=Hospitality
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
mailto:ssenbe.travel%40education.wa.edu.au?subject=Travel%20application
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/official-travel.en?cat-id=3457087
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Should a staff member voluntarily use their vehicle for work purposes they may be reimbursed by 
lodging a monthly travel claim through HRMIS.  All personal vehicle use must be approved by their 
line manager.  
For more information please see the Department of Finance Use of Vehicles Guidelines.

7.4 finance cOmmittee
The Finance committee is a requirement of the Department of Education and reports to the School  
Council on financial planning and control matters.  The committee assists the Principal, as  
Chairperson of the committee, to exercise their governance responsibility in the management of the 
school’s financial resources.  The committee serves to facilitate and enhance the financial  
management processes of the school.

The committee is made up of the Principal, Manager Corporate Services and 3-5 other staff 
members.  Meetings are held in week 4 each term.

SSEN: BE currently has an interim committee in place and staff members will be invited to apply for 
the committee when the EOI is released in early 2017. 

7.5 purchase reQuests
Before buying a good or service, whether small or large, there are many issues to consider.   
Answering the questions below may help work out the best option for making purchases.
• What is needed and why?
• What minimum standard meets the need?
• Is the good or service available from a Common Use Arrangement (CUA)?
• Does DoE have an agency-specific contract in place for the supply of this good or service?
• How much will cost?
• Who supplies it?

If there is a required product or service and it is not available from a CUA or agency-specific  
contract, State Supply Commission purchasing rules apply.  Refer to the ‘Open and Effective  
Competition’ policy available at the State Supply Commission website at: http://www.ssc.wa.gov.au.

What is a Common Use Arrangement (CUA)?
CUAs are whole-of-government standing offers, awarded to a single or panel of suppliers to provide 
goods and services commonly used by government agencies.  Many are ‘pick and buy’  
arrangements which means that you do no not need to seek multiple quotes or go to public tender.  
CUAs are developed by the Department of Treasury and Finance (DTF) and can be accessed by all  
government agencies and schools.

Staff must discuss any purchases with their line manager and ensure appropriate approval has 
been given and the appropriate procurement steps have been followed.  In the first instance, a 
request in writing is to be sent to their line manager, requesting the purchase with details of why the 
purchase is required.

7.6 purchasing assets (>$ 5 000)
Any purchases over $5 000 are considered assets and must be added to the asset register.  All  
requests for purchases, including on the purchasing card, must be approved by the Principal and  
item details added to the asset register.  Your line manager should approve any purchase request  
before it is sent to the Principal for final approval.

https://www.finance.wa.gov.au/cms/Government_Procurement/Policies/State_Fleet_Policy_and_Guidelines.aspx
http://www.ssc.wa.gov.au
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In many cases a CUA supplier would have to be used. See section 7.5 Purchase Requests.

7.7 liBrary resOurces
Engagement Centres and the Midland Learning Academy (the Academy) hold library resources 
specific to their site and requirements, including computers, laptops, iPads, iPhones, furniture, books 
and games.  All resources will now be recorded on a central SSEN: BE library database, where each 
staff member will be allocated their own unique username and password in order to view the available 
resources at their site.  Each Engagement Centre or the Academy will only be able to see their own 
resources.  If a resource needs to leave the site, it will need to be scanned out and the new location 
recorded by the Engagement Centre or the Academy.

All requests for new resources must be submitted to ssenbe.admin@education.wa.edu.au.  
Resources are not to be ordered directly.  After approval, the resource will be ordered and delivered 
to Padbury for cataloguing before being forwarded to the requesting Engagement Centres or the 
Academy.

Requests for old, damaged or obsolete resources to be removed from the database should be  
forwarded to SSEN: BE Padbury before disposing of the items.  Engagment Centres and the  
Academy should forward the barcode, title and description of the item for SSEN: BE Padbury to  
remove the item from the database.
 
7.8 cash purchases and purchase cards
SSEN: BE staff have been issued purchase cards if required for their role and responsiblities.  Any 
staff that do not have have a purchasing card may be reimbursed for any business purchases 
approved by the Principal that have been paid for with cash only.  Any purchases made on credit/debit 
or EFTPOS cards will not be reimbursed. A School Payment Voucher must be filled out for any 
reimbursement.

The purchase card must not be used by any person other than the cardholder whose name 
appears on the purchase card.

Purchase Card Reconciliation
At the end of each month, Purchase Card Activity Statements are emailed to all Purchase Card  
holders along with a Purchasing Card Payment Record form for completion. 

Card holders scan all invoices / receipts and completed Purchase Card Payment Record and email to 
SSENBE.Finance@education.wa.edu.au by the 15th of the following month (original documents are 
forwarded to SSEN: BE Padbury).

If a receipt has been misplaced, the card holder is required to complete a Statutory Declaration  
including purchase date, supplier and transaction amount.  The Statutory Declaration needs to be 
submitted with other scanned documents. 
* School Officers are not able to sign as a witness for a Statutory Declaration*

As per the Financial Management in Schools (FMIS) Finance and Accounting manual it is a 
requirement under section 9.1 (h) for all payments to be made against a payment record.  A payment 
record can be either an invoice, receipt or a school payment voucher.  In the case where a payment 
record is not available, the payment should be withheld until one is provided.  In the absence of a 
payment record, a signed Statutory Declaration form should be prepared and provided as evidence 

mailto:ssenbe.admin%40education.wa.edu.au?subject=Library%20resources
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
mailto:SSENBE.Finance%40education.wa.edu.au?subject=Purchase%20Card%20Reconciliation
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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of the required payment.  Information provided on the Statutory Declaration should be sufficient to 
establish:
• the particulars of the goods or services supplied;
• the date of supply;
• the amount; and
• the account to which the posting is to be applied.

All purchase card holders received the Department of Education Purchase Card Terms and 
Conditions.  It is an expectation that cardholders have read and understood these; accordingly your 
acknowledgement of these terms and conditions is met by returning the Declaration.

Completing Purchasing Card Payment Record
• Ensure Cardholder name and Centre is completed.
• Using information on Purchase Card Activity Statement and receipts, complete details section of 

Payment Record.
• Transactions should be recorded on the Payment Record in the same order they appear on the 

cardholder activity statement.
• In “Particulars” column, enter purchase details e.g. flight; accommodation; student resources PL 

Catering, Fuel for Hire Car etc.
• Analysis, Budget and GST Code sections will be completed by Padbury.
• Ensure the amount on the payment record matches the Cardholder Activity Statement and  

corresponding receipt.
• Cardholder must sign as the Certifying Incurring Officer.

School Payment voucher process
When a cash reimbursement is requested, a School Payment Voucher is to be completed and signed 
by the Principal or Manager Corporate Services. All receipts must be attached and  
forwarded to ssenbe.finance@education.wa.edu.au

If you wish to make a cash purchase, approval should be sought from the Principal or Manager 
Corporate Services before purchase to ensure any reimbursement will occur.

8. safety culture
SSEN: BE is aiming to establish a safety culture across the whole school.  This includes physical 
safety and the conditions for staff to fully contribute to the success of the school, the health and  
wellbeing of others.  Staff should be able to raise concerns, ideas, and issues without fear.  Staff 
should feel confident they will be listened to and their contributions given consideration.  The  
expectation is for all staff to contribute to and benefit from a safety culture. 

8.1 emergency management and critical incident repOrting
All SSEN: BE sites are required to have a current Emergency Management and Critical Incident 
Management Plan and evacuation map. The plans must be reviewed on a yearly basis and when an 
incident occurs.  Testing of the plan and evacuation map must be conducted on a yearly basis as a 
minimum. A copy of the evacuation map is to be displayed on the wall of every room of the site.

A copy of the evacuation plan must be kept in a safe place on site as well as sent to Padbury  
SSEN: BE and the Regional Executive Director for the site location. See section 8.6 for site maps.

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#1173_2
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#1173_2
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#264_2
mailto:ssenbe.finance%40education.wa.edu.au?subject=School%20Payment%20voucher
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8.2 risk management prOcesses
The prevention and effective management of accidents and incidents requires risk management  
planning at all levels of work within SSEN: BE.  Risk management plans will be developed as  
required for individual students, groups of students and whole centres, through to a whole school risk 
register and improvement planning.  All planning is predicated on a duty of care for students, staff, 
community members and visitors to SSEN: BE facilities. 

Staff members should report any identified hazards to their line manager.  Program coordinators will 
assess all site and student specific risks using the Department’s Occupational Safety and Health – 
Risk Assessment template (available from the SSEN: BE Connect library).
When there is a major risk identified this will be reported to the Associate Principal by the Program 
Coordinator and added to the Major Risk Register, until the level of risk has been mitigated or  
assessed as moderate or below and can be managed locally at the engagement centre(s) or  
Midland Learning Academy.

8.3 OccupatiOnal safety and health
The Department of Education, as far as practicable, will provide for the safety and health at work of 
all its employees and others affected by the delivery of its services at all its workplaces.

Employees are required to take reasonable care for their own safety and health at work, follow all 
instructions and safe working procedures established to protect their safety and that of others and 
to report all identified hazards, accidents/incidents and harm to health in the workplace to their line 
managers.  Employees are provided with the required training so that, so far as practicable, they can 
maintain the necessary skills and required competencies to work safely.

SSEN: BE is in the process of forming a Occupational Safety and Health Committee based at  
Padbury, which each site will have a representative from each Engagement Centre and Midland 
Learning Academy site. Each Engagement Centre and Midland Learning Academy will be required to 
hold their own sub-committee OSH meeting with a report provided at each Padbury Committee  
meeting.  These meetings will be bi-monthly and all agenda and committee meeting minutes  
available on Connect for all staff to view.
An EOI for staff wishing to become a member of the Committee will be released shortly with all staff 
invited to apply.

8.4 security
Each Engagement Centre and the Midland Learning Academy have individual security procedures 
that are site specific and can be found in the Emergency Management and Critical Incident  
Management Plan for the individual sites. 

Statewide Services Centre
The provision of a safe and healthy work environment is a priority for the Statewide Services Centre. 
The following is intended to remind you of the importance of continually reviewing and reinforcing the 
best security practices in our working environment.
• Please report suspicious activity in and around the grounds, after hours and on weekends to  

Education Security on (08) 9264 4632 or (08) 9264 4771 which is available 24 hours.
• Staff should not be onsite after dark, it is recommended to be onsite after 7.30am and to leave 

before 5.30pm.
• If working after 4.30pm or alone:

 ○ lock yourself in;
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 ○ move your vehicle, either closer to your building or outside reception (car park 2 is not visible  
 from the road); and/or

 ○ if possible walk with others to the car park.
• Ensure you are aware of the emergency procedures and contacts and where they can be found 

in your block.
• Properly secure expensive items of equipment.
• Lock rooms and storerooms when not in use.
• Report windows, doors and lighting that is not in good working order.

It is important to note that personal safety is primarily your own responsibility and we encourage all 
staff to support the recommended actions.

Statewide Services Centre Emergency Procedures

Contact    Phone Number (prefix 0 for external calls)
Education Security   9264 4632 or 9264 4771 (24 hours)
Emergency Services  000
Ambulance non-emergency 9334 1234
Police     131 444
Local Police Station (Hillarys) 9403 1000
Gardener (Dusan Sorger)  0491 224 032
Head Cleaner (Geraldine)  0412 717 005

Evacuation
On hearing the Evacuation alarm (high pitched whoop) or on being instructed to evacuate you must:
• Immediately leave the building and proceed to the assembly area (as per the evacuation map); 

and
• Remain at the assembly area until otherwise instructed.

Lock down
On hearing the lock down tone (continuous beeps) or on being instructed to lock down you must:
• Lock all doors and windows;
• Close any blinds;
• Turn off lights and fans; and
• Keep a low profile by sitting out of line sight of doors and windows until the ‘ALL CLEAR’ is given.

8.5 accident and incident repOrting
In the event you are involved in an accident/incident during work you are required to complete an  
Accident/Incident and Investigation Report (AIIR) Form, or if the accident/incident resulted in a  
psychological injury an Accident/Incident and Investigation Report Form – Psychological.  Copies 
are available in the SSEN: BE Connect Library or from your line manager.

8.6 wOrkers’ cOmpensatiOn
Workers’ Compensation provides assistance to employees who are injured in the course of their 
work. Payments may cover loss of earnings, medical expenses and rehabilitation expenses to assist 
injured employees to remain at, or return to work.

If you are involved in an accident/incident you may be entitled to workers’ compensation.  An  
Accident/Incident and Investigation (AIIR) Form must be completed prior to a claim.
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Under the Workers’ Compensation and Injury Management Act 1981, the Department (Employee  
Support Bureau) must forward the claim to our insurer WITHIN THREE (3) WORKING DAYS from 
the date the worker submits their Workers’ Compensation Claim Form and Workers’ Compensation 
First Medical Certificate to their Principal or Line Manager.

8.7 emplOyee suppOrt
The Department offers a counselling service to all its employees and their immediate family  
members. This is an independent and confidential service. Employees and immediate family  
members are entitled to six free sessions annually.  People Sense is the current provider of this  
service.  A flyer is available on the SSEN: BE Connect library. 

8.8 staff leaving schOOl premises
Each SSEN: BE facility will have a system in place to sign in and out staff who need to leave their  
regular place of work for personal and work related reasons.  Staff are required to use their site’s  
process to ensure their whereabouts are known to other staff and their line manager at all times.

8.9 physical cOntact with students
It may be necessary for staff to take action, including physical contact with a student or a student’s  
property.  Staff must be aware of the following principles:
• Duty of care.
• Reasonableness.
• Planned Intervention.

For more information on these principles please read the fact sheet Physical Contact with Students 
Fact Sheet. 

The physical restraint of a student is only used:
• in circumstances where a student’s emotional or behavioural state prevents other strategies to 

maintain the good order of the learning environment from being successful; and 
• where that emotional or behavioural state poses imminent risk of harm to self or others or risks 

significant damage to property; and 
• for the minimum amount of time needed for the student to recover an emotional or behavioural 

state whereby less restrictive strategies may be successful. 

8.10 transpOrting students
As part of official school business students can be transported in State Fleet and Hire vehicles.   
Taxis may be used if a risk assessment supports this as a safe option.  Staff must travel with  
students and it is recommended that there are two adults and preferably two staff members with the 
student at all times.  

It is SSEN: BE policy that staff do not use their private vehicles for transporting students unless  
explicit approval is given by a line manager.

It is a requirement that all travel with students in vehicles is approved and parent/carer, student and 
line manager consent and approval is obtained.  If parent/carer consent cannot be obtained the  
program coordinator approval is required prior to the staff member transporting the student. 

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
http://det.wa.edu.au/standardsandintegrity/detcms/navigation/publications/?app-id=401
http://det.wa.edu.au/standardsandintegrity/detcms/navigation/publications/?app-id=401
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8.12 ssen: Be site evacuatiOn maps

All sites require an emergency plan and evacuation map.  All evacuation maps must be displayed in 
each room of all SSEN: BE sites. 

Benjamin Way evacuation map

Benjamin Way annexe evacuation map

Clarkson evacuation map

Dellar Road evacuation map

Goldfields evacuation map

Great Southern evacuation map

Greater Bunbury evacuation map

Kimberley evacuation map

Midland Learning Academy evacuation map

Midwest evacuation map

Pilbara evacuation map

Redcliffe evacuation map

Reid Street evacuation map

Seville Drive evacuation map

Wheatbelt evacuation map
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8.13 repOrting critical incidents thrOugh Online incident nOtificatiOn system (Oins)
The purpose of the Online Incident Notification System (OINS) is to provide a simple, standardised 
and confidential mechanism to quickly notify regional and/or central office staff of incidents that have 
occured.

PROGRAM COORDINATORS ARE TO REPORT AN INCIDENT AS SOON AS POSSIBLE  
USING THE ONLINE INCIDENT NOTIFICATION SYSTEM

The OINS forms part of a coordinated response to managing emergencies and critical incidents.  
The incident controller (generally the Principal or site manager) is required to follow a sequence of 
actions that includes informing a superordinate office (education regional office) of an incident as 
soon as reasonably possible.
  
The OINS provides a ‘Heads-up’ notification to educational support staff that includes central and 
regional office when an incident has occurred.  It is not a ‘case management system’.
  
The OINS can be found on the Department’s Intranet and Portal homepages and access is provided 
by the Prinicpal via DAM.

All incidents and emergencies are categorised under the following three headings, then each 
heading has a further incident type that must be selected and information provided:

•  Accident or death;
•  Behavioural; or
•  Disruption to School routine.  

If there is uncertainty as to which incident type best describes the incident, either seek 
support from your line manager or contact the OINS Administrator on (08) 9264 5112.
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9. cOntact and phOne list

A staff contact list is being created and will be updated shortly.
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10. inductiOn checklist and fOrms

Mandatory  
Induction and 

training 

P.C T E.A S.P S.O G C Y.T.C S.S.W A.I.E.O All 

Accountable and 
Ethical Decision  
Making online 
module

*
Child Protection 
and Abuse  
Prevention Online 
Course

*
Workforce  
Induction *
Education  
Assistants  
Induction Program

*
School Cleaning 
Operations *
Management and 
Supervision for  
Cleaners in 
Charge

*
Introduction to 
School Gardening *
Recordkeeping 
Awareness  
Training

*
PLIS Training *
Aboriginal Cultural 
Appreciation  
online course

*
School Psychology 
Service Induction 
program

*
Asbestos  
Awareness online  
training program

* * *
Hazardous  
Substances * * *
Reporting to  
Parents online 
course

* *
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Mandatory  
Induction and 

training 

P.C T E.A S.P S.O G C Y.T.C S.S.W A.I.E.O All 

Copyright online 
course *

P.C - Program Coordinator
T - Teacher
E.A - Education Assistant
S.P. - School Psychologist
S.O - School Officer and other support staff
G - Gardener
C - Cleaner
Y.T.C - Youth Transition Coordinator
S.S.W - Student Support Worker
A.I.E.O - Aboriginal & Islander Education Officer

All staff when commencing at SSEN: BE will undertake the Department’s required induction courses 
as well as job specific training as required. 

Staff will be required to acknowledge that they have viewed the handbook and the policies and  
procedures relevant to their position and a copy of the acknowledgement will be kept on their staff 
file.

An induction checklist is provided for line managers, which states procedures to be followed with new 
staff members.

All new staff members are required to complete the following forms before commencement:
Employment Advice form
Staff details form
Super choice form
HRMIS Diversity Questions form

https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
https://connect.det.wa.edu.au/group/staff/community/library?coisp=DomainCommunity:42345747#9580_1
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