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Operating Procedures for the Provision of

G Onsite External Therapy Support

Purpose
This procedure guides the operational guidelines for the provision of onsite external therapy support
at Hammondville Public School.

Our school acknowledges the educational value of additional therapeutic services in supporting and
enhancing educational outcomes and student wellbeing.

Context

Hammondville Public School are experiencing an increase in student population and learning
support programs. As a result of this, the school requires an increase in learning spaces to cater for
the education of its 460 students.

To meet our legal obligations for Child Protection, we have limited spaces for externally funded
therapy from 2025.

We currently can offer one space for external therapists available from 11.30am each day. This will
result in an application process for families, with priority given to students with Integration Funding
Support and NDIS who are managing a combination of external therapies.

Our School’s Approach

Some children and young people with disability may benefit from allied health and specialist
therapies eg speech therapy and occupational therapy. In most cases, these therapies can be
delivered at home or in a therapist's office.

The NSW Department of Education and the National Disability Insurance Agency (NDIA) recommend
that therapy services are best delivered outside of school time. This allows the school to focus on
teaching your child, all other students and ensures your child does not miss out on important learning
time.

Decisions around whether to provide access to externally funded providers are at the discretion of the
principal, based on whether it is in the best educational interests of the student, and considering the
school's duty of care towards staff and students. Further information can be found on the following

pages.

At Hammondyville Public School, we are unable to support the attendance of parents in therapy
sessions. Should you wish to attend your child's therapy sessions, this will need to be as a part of in-
office therapy sessions held offsite.

Review
The principal or delegated staff will review this procedure annually.
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delivering allied health, disability,
wellbeing and behaviour support

Externally funded service providers (

services to students

Information and checklist for providers engaged by
parents/ carers to deliver services to students

Requesting access to students
and agreements with schools

The primary purpose of schools, under the
Education Act 1990, is to deliver the
curriculum to all students.

The NSW Department of Education
recognises that externally funded service
providers have a role in delivering services
to children and young people with
additional health, disability and wellbeing
needs that support their participation in
school. In some circumstances it may be
appropriate for these services to be
delivered at school.

The department has established processes
to support schools to meet legislative and
policy requirements when considering
whether to grant access to an externally
funded provider to deliver its services to
students on school premises and during
school hours.

Decisions around whether to provide
access to externally funded providers are a
matter for the school principal, based on
whether it is in the best educational
interests of the student, and considering
the school's duty of care towards all staff
and students. Principals have discretion to

education.nsw.gov.au

grant or not grant school access to an
external provider, taking into consideration:

» the impact of the service on curriculum
requirements and the student’s
participation in teaching and learning
activities,

+ the extent to which the service supports
the student’s learning needs or
enhances access to education,

+ the impact of the service on other
students and/or the operations of the
school.

The Specialist Allied Health and
Behaviour Support Provider
Scheme (the Scheme)

The Specialist Allied Health and Behaviour
Support Provider Scheme is a pre-
qualification scheme established by the
department for specialist allied health
service providers.

The Scheme supports schools that may
need to directly engage specialist allied
health services to ensure learning
adjustments are appropriate and effective
for students.

Allied health services procured through the
Scheme are funded by the school and not
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by an external third party such as a parent
or carer. This means that separate
arrangements apply for providers approved
under the Scheme. Where a provider
approved under the Scheme is engaged by
a parent/carer to deliver services to a
student, and is seeking approval to deliver
these services at the school, some
evidence requirements may be waived if
they have already been met as part of the
Scheme approval process.

Providers approved to deliver services
through the Scheme will have met some
organisational requirements for accessing
schools as part of the pre-qualification
process.

Requirements for providers under the
Scheme include:

« Working with Children Check status
and completion of Mandatory Child
Protection Training

« business credentials and insurances

= organisational and staff experience and
ability to deliver services to schools

= NDIS registration.

Pre-qualified providers should refer to the
checklist below to ensure all other
mandatory requirements have been met
prior to service delivery as an externally
funded provider.

Before services begin

Before a provider can deliver a service to
students in a school, the provider must
demonstrate that it has the necessary
These inc-l;.l-:-lé-é;)-r;lpleting in the last year
the department’s Mandatory Child
Protection Training, or a suitable
alternative training program delivered by
the provider for its staff.
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How to access the department’s child
protection training

The department's Mandatory Child
Protection Training is free and available
publicly on the MyPL page of the
department's website. External provider
staff first need to register as a ‘community
member’ on MyPL and create a login ID
and password to access the training.

Once successfully registered on MyPL,
select the ‘browse learning' tab, and use
the search facility to locate ‘child
protection’ training. A certificate is awarded
upon completion of the training, which can
be provided as evidence that the training
has been undertaken.

Where providers deliver their own child
protection training, the provider will need to
confirm, by signing the External Provider
Engagement Agreement, that this training
covers the following content:

« child protection mandatory reporting
and professional conduct legal
responsibilities

= recognising child abuse and neglect
indicators

= understanding reporting processes for
suspected risk of significant harm

= acceptable and unacceptable practice
in:
care and discipline of children
provider and child relationships
interactions with children with
identified needs.

For providers on the Specialist Allied
Health and Behaviour Support Provider
Scheme, completion of child protection
training is a contractual requirement under
the Scheme. The school may request
evidence of completion before services
begin.




A school may also require provider staff to
have completed specific health training
based on the nature of the service, the
level of direct supervision of the provider's
activities at the school or where relevant to
the child or young person's specific health
care needs (e.qg. first aid, CPR, ASCIA
anaphylaxis training).

Attached is a checklist of mandatory
requirements providers need to address
before a school will consider any request.

Once the provider has satisfied these
mandatory requirements, the school will
discuss with the student's parents or
carers the proposed service delivery
arrangements. Schools will not be liable for
any provider costs associated with
participating in these discussions.

Unless an External Provider Engagement
Agreement already exists with the schoaol,
the school will enter into an agreement
with the provider (one agreement for each
school where the provider delivers
services), setting out the responsibilities of
each party. Only one agreement is
required per school.

Separate schedules (one schedule per
student) with specific details relating to the
delivery of services to each individual
student will be added to the External
Provider Engagement Agreement.

Induction requirements

After signing the External Provider
Engagement Agreement and before
services are delivered, all provider staff
involved in delivering services within a
school must participate in a school-based
induction program. This requirement
applies to all provider staff, including those
engaged through the Specialist Allied
Health and Behaviour Support Provider
Scheme.
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Provider staff should familiarise
themselves with the department's Code of
Conduct and Confroversial Issues in
Schools Policy and Guidelines prior to the
induction.

The induction will clarify the responsibilities
of all parties and provide important
information including, but not limited to:

= a general induction of the school site,
including entry and workplace safety

procedures

= confirmation that provider staff are
aware of the department's Code of
Conduct and Controversial Issues in
Schools Policy and Guidelines

= child protection and mandatory
reporting procedures within the school

= supervision arrangements

= privacy requirements

= communication arrangements between
the parties, including the need for
providers to raise issues/concerns

about school staff and operations with
the school principal in the first instance

= managing disputes and complaints
= records management requirements.

Schools will not be liable for provider costs
associated with attending/participating in
school induction.

Code of Conduct and child
protection responsibilities

The External Provider Engagement
Agreement makes compliance with the
department’s Code of Conduct a condition
of the continuation of that Agreement.
Conduct assessed as being a serious
breach of the Code of Conduct may result
in the arrangement being terminated
andfor a decision being made to place the
provider on the department’s not to be




employed list, thereby denying access to
any school sites in the future.

—————————————————

or her professional work or other paid
employment delivers health care, welfare,
education, children's services, residential
services, or law enforcement, wholly or
partly, to children, has a mandatory
reporting responsibility under the Children
and Young Persons (Care and Protection)
Act 1998. This responsibility is to report
behaviour where the person suspects that
a child is at risk of significant harm.

Externally-funded providers engaged to
deliver services to students are mandatory
reporters when they working in schools.
They must disclose any such reports
directly to the principal, or to the Child
Protection Helpline if the child is at risk of
significant harm. External providers are to
inform the principal of any allegations of a
child protection nature made about a
Department of Education employee.

Child protection-related allegations may
also require mandatory reports to external
bodies such as the Department of

Communities and Justice, NSW Police, the
NSW Ombudsman or the Office of the
Children’s Guardian. Risk management
and sustained allegations may result in the
contract or arrangement being suspended,
terminated and/or a decision being made
to not permit the individual access to any
school sites in the future (i.e. being placed

on the not to be employed list).
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Checklist for providers engaged by parents/carers

Checklist for providers engaged by parents/carers

Checks/requirements to be met prior to
service delivery

All provider staff must have their WWCC
status screened by the department before
they can deliver services at a NSW public
school. Provider staff who have never
delivered services in a school before need
to provide the school with:

« acompleted Declaration for Child
Related Workers

*  Working With Children Check (WWCC)
clearance details

o Proof of identity documentation

Pre-qualified provider

Providers on the
Specialist Allied Health

and Behaviour Support
Provider Scheme
engaged by
parents/carers

As part of the Scheme,
provider staff are pre-
screened by the
department. For new
provider staff not
previously pre-screened
by the department,
clearance and proof of
identity documentation
can be provided to the
department directly (at
sahs(@det.nsw.edu.au)

for processing.

Non pre-qualified
provider

All other Allied Health

and NDIS service

providers engaged by

parents/carers

Comment

Provider staff that have been cleared in the
department's screening database don't
need to be re-screened by schools. In such
cases, provider staff only need to show
photo ID with date of birth details (e.g.
driver's licence) on arrival at the school.

Evidence has been provided to the school
of successful completion by all relevant
staff of the department’s Mandatory Child
Protection Training, or other suitable
alternative training program developed by
the provider, within the last year.

Not required

For providers under the Specialist Allied
Health and Behaviour Support Provider
Scheme, completion of this training is a
contractual requirement of the Scheme.
Schools may request evidence of
completion before services begin

Checks/requirements to be met prior to
service delivery

Details of any school accommodation/
equipment requested as part of the
delivery of services, and/or provider
equipment to be used on school premises
have been provided to the school
(including details of relevant training and
maintenance undertaken to ensure safe
operation on school premises).

Pre-qualified provider

Providers on the
Specialist Allied Health

and Behaviour Support
Provider Scheme
engaged by
parents/carers

Non pre-qualified
provider

All other Allied Health
and NDIS service
providers engaged by
parents/carers

Comment

Evidence has been provided to the school
that all relevant provider staff have
undertaken additional health care training
as required by the school (e.g. first aid,
CPR, ASCIA anaphylaxis training).

L]

The school has been provided with copies
of the following insurance policies:

+ Workers Compensation, or, if the
provider is an individual or sole
trader performing the work
themselves, evidence of personal
insurance cover in the event they
have an injury

» Professional Indemnity (for at least
$2 million for any single occurrence
and in the aggregate)

Not required

Providers under the Specialist Allied Health
and Behaviour Support Provider Scheme
have already satisfied this requirement as
part of the Scheme's pre-qualification
process. Re-submission to the school is
not required.

The required insurances must be in the
name of the provider, not in the name of the
individual therapists engaged by the
provider.




Checks/requirements to be met prior to
service delivery

» Public Liability (for at least $20
million for any single occurrence
and in the aggregate).

Pre-qualified provider

Providers on the
Specialist Allied Health

and Behaviour Support
Provider Scheme
engaged by
parents/carers
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Non pre-qualified Comment
provider

All other Allied Health
and NDIS service
providers engaged by
parents/carers

The provider has entered into an External
Provider Engagement Agreement with the
school.

Each provider only needs to enter into one
I:I written agreement with each school. This
agreement can cover engagement with
multiple students. A provider and a school
still need to enter an agreement even if a
provider is already approved under the
Specialist Allied Health and Behaviour
Support Provider Scheme as this
agreement documents a different legal
relationship between the provider and the
school.

The person(s) signing on behalf of the
provider must have authority to bind the
provider.
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Guidance t0 gchools and Contractors

Guidance for using the Agreement {"Agreemenl'] petween the Depurtrnent and the

Contractor 10 enable the Contractor 10 prow'de services 10 students at school.

1nsurances

1.The required insurances must be in {he name of the Contractor (the pepartment will

not accept insurance policies in the name of the individualmerapists engaged by the
Contractor).

2. \Workers comp-ensaﬁon insurance or equivalent'. if workers compensation insurance is

not required under law (&8 the Contractor isasole trader), the school should

Sk assessment of the activity to be undertaken by the provider.
a. where the activity is deemed by {he school 8% low risk, the Contractor st

by, where the activity IS deemed bY the school a5 high risk. the Contractor must

provide perscnal accident insurance or injury insurance which needs to cover
‘non—pe'rmanent' injuries (cover peyond onty death of permanent disability)-

3, Public liability insurance policy for at least §20 million

for any Single gecurrence andin
{he aggregate, and pmfessionalindsmnity insurance for at least $2 million
single accurrence andinthe aggregate.

for any

Execution (signing) of the Agreement

1.Ensure that the correct Contractor is named in the .Agrsemem,T‘his means that the
correct legal name of the Contractor must be inserted, as well as the corresponding
ABM (the ABN canbe |ooked up at https.'j'.!abl.buﬁu' Jass.gpu.auﬁ.. =

2.The pgreement must be signed by the Principal on behalf of the pepartment.

3.The person(s} signing on pehalt of the Contractor must have
Contractor.

authority 10 bind the

4.1 the agreement s being signed electronically, this must be done by Docusign
Adobe or some O software designed for electronic execution. 1f this cannot be
done, then there needstobed wiet-ink signature:

:ducar.ion.nsw.gov.au
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Other resources required, if applicable.

ow | Education

DECLARATION FOR CHILD-RELATED
WORKERS

Implementation document for the Working with Children Check policy

This declaration is to be completed by current and prospective employees, contractors, volunteers, and
other persons seeking to be engaged in child-related work. Child-related work is work that:

« involves direct contact (face-to-face, online or physical) with people under the age of 18, where this
contact is a usual part of, and more than incidental to, the work

OR
« has been determined to be child-related by the NSW Department of Education (the department).

Individuals who are exempt from the Working with Children Check (WWCC) requirement should
complete all relevant sections in this form, including part 1, part 3 and part 4 (section C).

Reason for complating this form

I am seeking to be engaged in child-related work with the NSW Department of Education as an employee or
contractor

1 tly employed with the and am being appointed 1o a new position/role or require a
probity check to continue working in my current role

1 am a parent, guardian, or close relative of a student at the school where | am volunteering or am considered
an exempt person under the Child Protection (Warking with Children) Act 2012

| am a volunteer who is not the parent, guardian or close relative of a student at the school | am volunteering.

Working with Children Check
Guide to ldentity Documents

This guide outlines the different proof of identity requirements for the Working With
Children Check and probity screening for engagement with the NSW Department of
Education,

This guide covers:

» Proof of identity requirements
= Changing your name

Proof of identity requirements

1. Any worker required to undergo the Mational Coordinated Criminal History Check
(NCCHC), including:
o all employees of the Department,
@ temporary or casual SAS staff recruited directly by a school, and
@ contractors in the assisted school travel program (ASTF)
is required to provide four identity documents as outlined on page 2 of the
Nationally Coordinated Criminal History Check — Application and Informed Consent
Farm.
. Any worker required to complate the:
@ Declaration for child-related work — specified volunteers and contractors, or
o Declaration for volunteers and non child-related contractors.
is required to show one g issued photo identity with full
namt. date of birth and current residential address and, if relevant, one ehange of
name d The D may verify any with the issuing authority,
. Any worker required to complete the Declaration for Child Related Work - Tertiary
Practicum Students is required to provide one government-issued photo identity
doecument with full name, date of birth and current residential address and, if
relevant, one change of name document. The Department may verify any document
with the issuing authaority.
Note: you will be required to show/provide more than ene identity document if you
don't have a single document that contains all the required information stated above.
4. Some contractors and volunteers are EIEI'!'Ipl from providing photo |dan11ﬁcauun
Please refer to the WWCC Checkdist = I for E
Volunteers and Visitors for full details.

]

w

Document: Guida 1o Identty Documents (PD-2005-0264-11)
Pacont Document: Warking With Chidren Check Procedurs (PD-2005-0264-01)
M this s o printed copy, refer Policy Library for version. 1
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NDIS-funded therapy service

| NSW Department of Education

Requesting an NDIS-funded therapy
service for your child at a NSW

public school

Information for parents and carers

This document provides information for parents and
carers seeking to have NDIS-funded services

delivered at school.

There are 4 key steps for parents and carers who want an NDIS-funded service delivered

in school:
1. Ask the school in writing
2. Meet with school staff to discuss details

3. The principal considers your request, taking into account the needs of your child, other

students and the operations of the school

4. The principal lets you know whether or not the provider can deliver their services at the

school.

NDIS-funded therapy
supports and schools

Some children and young people with
disability may benefit from allied health and
specialist therapies. Examples include
physiotherapy, speech pathology and
occupational therapy. In most cases, these
therapies can be delivered at home orin a
therapist's office. Some therapies may be
best delivered in school during school time.

The NSW Department of Education and
the Mational Disability Insurance Agency

education.nsw.gov.au

(MNDIA) recommend that therapy services
funded through a child’s NDIS support plan

are best delivered outside of school time.
This allows the school to focus on teaching
your child and all other students, and
ensures your child does not miss out on
important learning time.

Schools work with both parents and allied
health providers to meet the needs of
students and support their learning and
development. This may include sharing
information about the student and what
activities might work best to support them.
In some cases, where it is suitable, this

10
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may mean working directly with the
provider in the classroom.

The principal is responsible for deciding
when and how therapy services are
deliverad in the school. The principal will
make decisions that ensure that the school
is able to run to benefit all students and
without disrupting learming. The principal
will manage any services that come into
the school in a way that supports children
to continue to take part in classes and
school activitias.

How to request the service
for your child to be provided
at school

1. Firstly, make your request to the
principal in writing so that there is a
record of your request. The principal
will consider your request.

2. Meet with the principal or the school
staff they nominate. This may be during
yaur normal planning meetings with the
school about your child's leaming and
support.

a. You may want to invite the therapy
provider to the meeting. Note:
Schools will not meet any costs for
providers to attend meetings at
school.

b. Bring all relevant documents and
information to the meeting. This may
include reports from specialists or
therapists, or your child's NDIS
support plan.

. Discuss with the school possible
days and times for the service to be
provided at school.

3. The principal will then need time to
consider your request and let you know
their decision.

1k off Educetion
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The principal will consider a
number of important matters

After your meeting with the school, the

principal will consider a number of matters

including:

» the school's duty of care to all students
and staff

« how the service relates to yvour child's
needs

« impacts on your child if they will need
to leave the classroom to receive
therapy

« arrangements to ensure that your child
is adequately supervised when
receiving the service

« a&ffects on other students if the service
needs to be provided in the classroom

« whether the service needs to be

delivered at a particular time of the day.

The principal will let you
know about their decision

If the principal agrees for the service to be
provided at the school, you will need to let
the provider know. This includes letting
them know the agreed times and days for
the service to be delivered at school.

If the principal decides that the service is
not able to be deliverad at the schoaol, talk
to the school about how the service
delivered outside of school can support
your child's learning. The school may
decide to talk directly with your provider
about how the provider's services can help
with your child's learning goals.

11



Providers coming into a
school need to meet legal
requirements

Before starting work in a school, the
service provider will be asked to show that
they comply with certain legal
requirements. This includes a Working with
Children Check clearance for all provider
staff working in the school. The school will
give providers information about these
reguiremeants.

Providers will be asked to sign a written
agreement with the school. This
agreement sets out how they will work in
the school, including the agreed timas and
days for the service to be delivered. The
provider will need to record the details of
the services that they will provide to your
child in the school. You can request a copy
of the agreement between the school and
the provider, including information that
relatas to your child.

The school has the right to stop a
provider's access if:

« the provider breaches their agreement
with the school

« the principal decides the service does
not support your child's educational
needs or goals

« the service impacts on school
operations.

The principal will contact you before they
take this step. If you are unhappy with this
decision, you should discuss it with the
principal.

Current as at: December 2024

Your ongoing role when a
provider is working in a
school

Under your child's NDIS plan, you will have
a service agreement with the provider you
have chosen for your child's therapy
support. This means you will continue to
have a role when it is agreed that the
service will be delivered at school. This
includes:

# Letting the therapy provider know that
the school has agreed to them working
with your child at school at the agreed
times and any other conditions. This
information will be included in the
written agreement with the school.

+ Telling the therapy provider as soon as
possible if your child is absent from
school on a day when the provider is
supposed to go to the school.

# Telling the service provider if other
activities at school mean that therapy
cannot take place. For example, when
sports carnivals, excursions, or special
events or assemblies are scheduled.

= Telling the school if you stop using the
service or change providers.

» Meeting or talking regularly with school
staff to review your child’s personalised
learning and support plan, and talking
about how the service is going.

Schools will not assess
providers

Schools will not assess the professional
skills of therapy providers or evaluate their
accreditation. Howewver, if the school has
concerns about the service being delivered
to your child, the school will discuss these
concerns with you.

12
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HAMMONDVILLE

Parent/Carer Request and Consent Form

Please complete this form to formally request and consent for an externally funded service provider to
provide support for your child at Hammondyville Public School.

Student Name: 2025 Class:

This application is to formally request that my child receive parent funded externally provided
therapy support while in attendance at Hammondville Public School.

Details of Service Provider (include their name, name of organisation and specify if thisis an NDIS
provider):

Therapy
purpose eg Provider and contact details Therapist name NDIS funded
Speech, OT

Ol dfo|d

O | understand that there must be a clear link between the Personalised Learning and Support Plan
goals and the therapy goals.

O | understand that engaged therapists must have a relationship with the classroom teacher to ensure
contextual understanding and congruence in student learning. Classroom teachers are to be kept
informed of progress towards PlaSP goals and are able to seek recommendations for enhancement of
programs in place in the curriculum.

O External therapies that are held on site must complement and enhance the implementation of NSW
curriculum and its implementation.

O | understand that it is my responsibility to discuss these expectations with the therapist prior to
applying for onsite therapy.

Date/s of services requested (please note that this time and day is not guaranteed but is taken into
considerations as the school coordinates available spaces and therapists)

Day/s requested

Mondays Tuesdays Wednesdays Thursdays Fridays

Requested sessions held

Weekly Fortnightly Other:

Duration of support requested

Term 1 2 3 4 Whole year Other:

13
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The purpose of this therapy is (please outline educational need)

This service cannot be provided outside of school hours because

Next Steps

Applications will be shared and considered at the Learning and Support Team meeting once new classes
have been formed for 2025.

Families will be notified of the outcome following this procedure.

Therapists may commence work once all timetables and allocations have been made, as well as all legal
documents have been shared by external therapists. Families are encouraged to support their therapists
to complete these forms for submission to the school.

| acknowledge that:

e approval of this request is based on a balance of the educational needs of my child as well as the
capacity of the school to accommodate the external provider.

e a decision will be made regarding the provision for therapy services during school hours after a
learning and support meeting

e should nosuitable times or learning spaces be available, the service cannot commence. The request
will be placed ‘on hold" and reviewed at the end of each semester.

e itis my responsibility to notify the service provider if my child will not be at school on a scheduled
day of service delivery at school, including for sickness, excursions or other events.

e The delivery of the identified service can be reviewed at any time by the Principal.

Parent name:

Signature:

Date:

14
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